




[bookmark: _Toc522262623]AS 4707-PROJECT CERTIFICATION MANUAL 
[bookmark: _Toc522262624]REFURBISHMENT OF 30 BOOTHBY STREET KEDRON QLD 4031

[bookmark: _Toc522262625]RESPONSIBLE WOOD IN CONJUNCTION 
[bookmark: _Toc522262626]WITH TIMBER QUEENSLAND

























[bookmark: _GoBack]Version Six -October 2020
[image: ]

2 | Page

Table of Contents

Section One-Background and Management Commitment	3
1.1. Documented System	3
1.2. Management Commitment	3
1.3. Management Responsibility	3
1.4. Periodic Review	4
Section Two-Organisational Structure and Responsibilities	5
Organisational Structure	5
Table 2.0 – Project Certification Responsibilities	6
Section Three-Raw Materials Flows and Product Groups	7
3.1 Raw Material Flows	7
3.2 Product Group	7
Section Four-Chain of Custody Procedures	8
4.1 Identification of Materials	8
4.2 Calculation of certified percentage	8
4.3 Claims and Labelling	9
Section Five-Due Diligence	10
5.1 Information Gathering	11
5.2 Risk Assessment	11
5.3 Management of Significat Risk Suppliers and Risk Mitigation	14
5.4 Records	16
Section Six-Internal Audits	17
Section Seven-Complaints Resolution	18
7.1 Capture of Complaints	18
7.2 Investigation and processing of the complaint	19
7.3 Corrective Actions	19
Section Eight-Staff Training	20
Section Nine-Records	21
Section Ten- Social, Health and Safety Requirements	22
APPENDIX A	23
RESPONSIBLE WOOD COMPLAINTS MANUAL	23
    APPENDIX B- Internal Audit Check list……………………………………………………………………..46



[bookmark: _Toc522262627]Section One-Background and Management Commitment

This manual has been developed for project certification in accordance with AS 4707 for the refurbishment of the Timber Queensland and Responsible Wood office at 30 Boothby Street, Kedron.

[bookmark: _Toc522262628]1.1. Documented System

This manual provides documentation required by AS 4707 and specifically the following.

a. Organisational structure, responsibilities and authorities relating to Chain of Custody (Section Two).

b. Description of the raw material flow within the production process, including definition of product groups (Section 3.1).

c. Procedures for Chain of Custody process covering all requirements of this Standard, including the identification of the raw material category (Section 4).

d. Procedures for the Due Diligence System (Section 5).

e. Procedures for Internal Audits (Section 6).

f. Procedures for Complaints Resolutions (Section 7)

g. Training (Section 8).

h. Records (Section 9)

i. Social, Health and Safety (Section 10).

[bookmark: _Toc522262629]1.2. Management Commitment

Timber Queensland and Responsible Wood are committed to operate Project Certification and the associated Management System in accordance with AS 4707.

[bookmark: _Toc522262630]1.3. Management Responsibility

The CEO of Responsible Wood has overall responsibility for the Project Certification and the Chain of Custody Management System to AS4707.



[bookmark: _Toc522262631]1.4. Periodic Review

The Timber Queensland and Responsible Wood CEO will periodically meet to review compliance of the Chain of Custody Management System.  Minutes of these meetings will be maintained.

Topics to discuss include, but are not limited to:

· Results of Internal Audits

· Results of External Audits

· Internal and External Feedback

· Complaints

· Corrective Actions

· Performance of Suppliers-supply of certified materials

· Sub-contractors

· Certified percentage

· Issues related to Due Diligence

· Training needs

· Continual improvement

· Any other related issues

Management shall meet at the commencement of the project and monthly thereafter.




[bookmark: _Toc522262632]Section Two-Organisational Structure and Responsibilities

The Project Certification of the Timber Queensland/Responsible Wood office is a collaborative project between Timber Queensland and Responsible Wood. Responsibilities for the Project Certification are shared between the organisations as outlined in Table 2.0.

For the purposes of certification, Timber Queensland is the Certificate Holder.  Responsible Wood shall have responsibility for most system and administrative requirements.

[bookmark: _Toc522262633]30 Boothby Street- Project Certification
[bookmark: _Toc522262634]Organisational Structure
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[bookmark: _Toc522262636]Table 2.0 – Project Certification Responsibilities

	Project Certification Activity
	Team Member Responsible

	Product Procurement
	Mick Stephens

	Identification of Material Category
	Sarah Porter/ Tracey Schoemaker

	Due Diligence/Risk Assessment
	Simon Dorries

	Percentage Calculations
	Simon Dorries

	Claims/Labelling
	Simon Dorries

	Product Processing
(Installations/Refurbishment)
	Mick Stephens

	Records
	Tracey Schoemaker

	Internal Audits
	Jason Ross

	Corrective Action and Quality Improvements
	Mick Stephens and Simon Dorries

	Training
	Simon Dorries

	Sub-Contracting
	Mick Stephens

	Complaints Handling
	Simon Dorries/ Mick Stephens



[bookmark: _Toc522262637]2.1	Sub-Contracting

Sub-Contacting of certain aspects of the Project Certification is permitted.

These include the manufacture of such items as joinery and fittings from certified timber components.  The following restrictions apply.

· The project manager supplies the certified materials to the sub-contractor.

· The sub-contractor uses physical separation or identification to separate the project materials from other wood or timber materials.

· Materials will be returned to the project following processing.

· The sub-contractor agrees to internal audits of their operations.

· The project manager (RW & TQ) take responsibility for the sub-contracted activity and is covered by the project managers Chain of Custody system.

· A contract/agreement between the project manager and the sub-contractor will be put in place that covers:

· Obligations to physically separate or identify project materials.
· The sub-contractor agrees to be subjected to internal audits and make their staff available.
· The sub-contractor agrees to any reasonable corrective action requests.
· The sub-contractor agrees to allow access for third party certification bodies to audit their aspects of the Chain of Custody system.
Section Three-Raw Materials Flows and Product Groups

[bookmark: _Toc522262638]3.1 Raw Material Flows

The ordering and specifying of certified products shall be the responsibility of Timber Queensland.  Upon delivery, the certified status shall be confirmed by reviewing delivery/invoicing documentation.

A copy of delivery documentation shall be provided to Tracey Schoemaker for the project records.

Following delivery, products shall be installed in the 30 Boothby Street office refurbishment and materials shall not be removed from site.

Following the capture and verification of the certified status of materials, there is no need for physical separation of certified products, as a percentage system is in use to determine the percentage claim.

[bookmark: _Toc522262639]3.2 Product Group

The product group is all forest based materials utilised in the refurbishment of 30 Boothby Street Kedron inclusive of timber fixtures.

Exclusions- paper based products, packaging other furniture and chattels.

Certified materials are those supplied with a bonafied AFS claim, PEFC claim and recycled materials meeting ISO 14021.


[bookmark: _Toc522262640]Section Four-Chain of Custody Procedures

[bookmark: _Toc522262641]4.1 Identification of Materials

	4.1.1. AFS/PEFC/Responsible Wood Certified Materials

Certified materials will be identified by the formal claim provide on delivery documentation or invoices.

4.1.2. Recycled Materials

Recycled materials are typically those that are reused following their initial use and usually post-consumer.  Recycled materials are further described in ISO 14021.  Where recycled materials are not be supplied with AS 4707 compliant delivery documentation the Responsible Wood CEO shall collect evidence on the origin and verify products meet the definition for recycled materials in accordance with ISO 14021.

4.1.3. Other Materials

Where wood based materials are not supplied with a valid AFS/Responsible Wood/PEFC claim, or do not meet the definition for recycled materials, such materials shall undergo due diligence as outlined in Section 5.

4.1.4. Suppliers Records

For certified suppliers, the project team shall verify that they have a valid Chain of Custody certificate and that the materials supplied to the project are within the Scope of Certification.

A record of this check, along with suppliers CoC certificate shall be maintained.

[bookmark: _Toc522262642]4.2 Calculation of certified percentage

The certified percentage shall be calculated using the following formula.

	Vc + Vr
	= X %

	Vc +Vr + Vn
	



Where

Vc = Volume of certified materials.
Note: Materials supplied with a percentage claim shall be factored for the certified proportion.

Vn = Volume of controlled source material.
This includes non-certified materials subject to Due Diligence by the project team and the controlled source proportion of material provided with a percentage claim.

Vr = Recycled materials meeting the definition of ISO 14021.

The Responsible Wood CEO shall be responsible for developing and maintaining a spreadsheet to calculate the certified percentage.  The certified percentage shall be based upon claims provided for materials delivered to the project site.

[bookmark: _Toc522262643]4.3 Claims and Labelling

Once certified and verified to AS 4707, claims regarding the following may be made.

a. The certified content or proportion of certified materials used in the project.

b. The supplies and the materials which they supplied.

c. The successful outcome of the audit.

d. Promotion of the audit and the partner Certification Body.

e. Claim of a Chain of Custody Management System being operated for the 	project which meets AS 4707 

f. Signage may be displayed on the project which identified the project as a 	Responsible Wood Project Certification.

g. The Chain of Custody Certificate issued by the Certification Body.


[bookmark: _Toc522262644]Section Five-Due Diligence

All materials supplied (and their suppliers) shall be subject to Due Diligence to minimise the risk of procuring materials from controversial sources as described in the definition below:

The Responsible Wood CEO shall be responsible for due diligence activities.

Controversial sources
Forest activities which are: 
(a) not complying with local, national or international legislation, applying to forest related activities, in particular in the following areas: 
· forestry operations and harvesting, including biodiversity conservation and conversion of forest to other use 
· management of areas with designated high environmental and cultural values, 
· protected and endangered species, including requirements of CITES, 
· health and labour issues relating to forest workers, 
· indigenous peoples’ property, tenure and use rights, 
· third parties’ property, tenure and use rights,
· payment of taxes and royalties, 
(b) not complying with legislation of the country of harvest relating to trade and customs, in so far as the forest sector is concerned,
(c) utilising genetically modified forest based organisms, 
(d) converting forest to other vegetation type, including conversion of primary forests to forest plantations. 

In addition, the project shall not or accept wood products that contain wood or wood fibre from the following sources:

· Material originating from species listed in Appendix I to III of CITES not complying with applicable international, European and national legislation relating to CITES.
· Restricted forest based material originating from countries which are covered by applicable UN, EU or national government sanctions restricting the export/import of such forest based products.
· Conflict timber shall not be used by the organization.
· Genetically modified forest based organisms in products.
· Any wood based material originating in conversion of forests to other vegetation type, including conversion of primary forests to forest plantations


[bookmark: _Toc522262645]5.1 Information Gathering

The following information shall be obtained from the supplier for materials to be supplied:

(a) Information on the material/product, including its trade name and type;
(b) Identification of tree species included in material/product by their common name and/or their scientific name where applicable;
(c) Country of harvest of the material and where applicable sub-national region and/or concession of harvest.


[bookmark: _Toc522262646]5.2 Risk Assessment

Responsible Wood CEO shall carry out the risk assessment of procuring raw material from controversial sources for all input forest based material to be used on the project with the exception of: 
(a) Certified material/products delivered with a claim by a supplier with a Responsible Wood/PEFC recognised certificate.
(b) Other material/products delivered with a claim by a supplier with a Responsible Wood/PEFC recognised chain of custody certificate.
The risk assessment shall result in the classification of supplies into the “negligible” or ”significant” risk category.
The risk assessment shall be carried out based on an evaluation of: 
(a) The likelihood that activities defined under the term controversial sources occur in the country / region of the supply or for the tree species of the supply (hereinafter referred to as the likelihood at the origin level) and; 
(b) The likelihood that the supply chain has not been able to identify a potential controversial source of supply (hereinafter referred to as the likelihood at the supply chain level).
Responsible Wood CEO shall determine the risk, based on the likelihood at the origin level and the likelihood at the supply chain level and their combination, in order to classify all supplies as “significant” risk where one or both levels are assessed as having high likelihood (see Figure 5.1).

	High
	Likelihood on supply chain level
	Significant Risk
	Significant Risk

	Low
	
	Negligible Risk
	Significant Risk 

	
	Likelihood on origin level

	
	Low
	High


Figure 5.1: Risk categories

The following tables list indicators which shall be used for the classification of the risk of supplies.
Note: The indicators for “low likelihood” on origin as well as on supply chain level (Table 5.1) describe options for a first step of risk mitigation (e.g. provision of additional information) before starting the formal risk mitigation process described in clause 5.3. Hence, if the supplies can be characterized by indicators indicating “low likelihood” on the supply chain level or the origin level this always overrules a high “likelihood” indicator on the same axis.

Table 5.1: List of indicators for “low” likelihood on origin and supply chain level (negligible risk)
	Indicators

	Supplies:
a) certified material/products delivered with a claim by a supplier with PEFC recognised certificate,
b) other material/products delivered with a claim by a supplier with PEFC recognised chain of custody certificate.

	Supplies declared as certified against a forest certification scheme (other than PEFC endorsed) supported by a forest management or chain of custody certificate issued by a third party certification body.

	Supplies verified by governmental or non-governmental verification or licensing mechanisms other than forest certification schemes focused on activities covered by the term controversial sources.

	Supplies supported by verifiable documentation which clearly identifies 
· country of harvest and/or sub-national region where the timber was harvested (including consideration of the prevalence of armed conflict)
· trade name and type of product as well as the common name of tree species and, where applicable, its full scientific name
· all suppliers within the supply chain and 
· the forest management unit of the supply origin
· documents or other reliable information indicating compliance of those timber and timber products with activities referred to by the term controversial sources. 
Special attention shall be given to documentation which is produced by a governmental body of the country with TI CPI below 50.


Note 1:	The timber verification by a DDS according to the requirements of the European Timber Regulation, monitored by a Monitoring Organisation, can be used as evidence for the legality of the supplies.

Table 5.2: List of indicators for “high” likelihood on origin level
	Indicators

	The actual corruption perception index (CPI) of the country presented by Transparency International (TI) is lower than 50. 

	The country / region has a prevalence of armed conflict.

	The country/region is known as a country with low level of forest governance and law enforcement.

	Tree species included in the material/product is known as species with prevalence of activities covered by the term controversial sources.



Table 5.3: List of indicators for high likelihood on supply chain level
	Indicators

	Actors and steps in the supply chain  before the first verification by a verification system accepted as indicator for low risk in this risk matrix are unknown

	Countries/regions where the timber and timber products have been traded before the first verification by a verification system accepted as indicator for low risk in this risk matrix are unknown.

	Tree species in the product are unknown

	Evidence of illegal practices by any company in the supply chain 



The risk assessment shall be carried out for the first delivery of every individual supplier. It shall be reviewed and if necessary revised at least annually.
The risk assessment shall be carried out for every delivery by an individual supplier in which changes regarding the characteristics or information supplied in clause 5.1 have occurred.
[bookmark: _Toc357089799]Substantiated comments or complaints
Responsible Wood shall ensure that substantiated concerns provided by third parties concerning supplier compliance with legal requirements and other aspects of controversial sources are promptly investigated and, if validated, result in (re-)assessment of the risks associated with the relevant supplies.
5.4.2	In case of substantiated concerns material originally excluded from the risk assessment shall undergo a risk assessment according to the requirements in 5.2.


[bookmark: _Toc522262647]5.3 Management of Significant Risk Suppliers and Risk Mitigation

For suppliers identified as “significant risk”, risk mitigation shall be undertaken on these suppliers in accordance with Section 5.5 of AS 4707 as follows.
[bookmark: _Toc357089800]Management of significant risk supplies
For supplies identified as “significant” risk, Responsible Wood shall request the supplier to provide additional information and evidence, if possible, which allows the organisation to classify the supply as negligible risk. 
Where additional information is insufficient to classify supplies as negligible risk, the Responsible Wood CEO will establish a second or third party verification programme for supplies classified as “significant” risk. The verification programme will cover:
(a) identification of the whole supply chain and forest management unit(s) of the supply’s origin;
(b) on-site inspection whenever relevant and
(c) risk mitigation, corrective and preventive measures as required.
[bookmark: _Toc357089802]	Identification of the supply chain
All suppliers of “significant” risk supplies, are required to supply detailed information on the whole supply chain and forest management unit(s) of the supply’s origin. 
In cases where the supplies can be verified as negligible risk according to the indicators in Table 5.1 at one step in the supply chain the organization is not required to track the whole supply chain to the forest management unit. 
[bookmark: _Toc357089803]The information submitted shall allow the Responsible Wood CEO to plan and execute on-site inspections.
	On-site inspections

The Project Certification’s verification programme shall include on-site inspections of suppliers delivering “significant risk” supplies. The on-site inspections can be carried out by the Responsible Wood CEO or by a third party on behalf of the organisation. An on-site inspection may be substituted with documentation review where the documentation provides sufficient confidence in the material origin in non-controversial sources.
Where the on-site inspection is carried out by a third party on behalf of the organisation, the third party must have sufficient knowledge and competence in the legislation related to indicators for controversial sources. The competency requirements in clause 5.2.6 of PEFC ST 2003:2012 shall be met by third parties.
The Responsible Wood CEO shall determine a sample of significant risk supplies from one supplier to be verified by the verification programme. The size of the annual sample shall be at least the square root of the number of “significant” risk supplies per one year: (y=√x), rounded to the nearest whole number. Where the previous on-site inspections proved to be effective in fulfilling the objective of this document, the size of the sample may be reduced by a factor of 0.8, i.e.: (y=0.8 √x), rounded up to the next whole number.
The on-site inspections will cover:
(a) the direct supplier and all previous suppliers in the supply chain in order to assess compliance with the supplier claims on the origin of the raw material and;
(b) the forest owner / manager of the forest management unit of the supply origin or any other party responsible for management activities on that forest management unit in order to assess their compliance with legal requirements.
[bookmark: _Toc357089804]	Corrective measures
Where the results of onsite inspections show that the risk of supplying controversial materials cannot be established as low risk, materials will not be accepted from this supplier until the supplier can demonstrate that appropriate risk mitigation measures have been implemented.
No acceptance of materials
Timber or timber product(s) from unknown sources or from controversial sources shall not be accepted on the project. 
Timber known or reasonably suspected as coming from illegal sources shall not be accepted unless appropriate documented evidence has been provided and verified which allows the timber supplied to be classified as presenting "negligible risk”.


[bookmark: _Toc522262648]5.4 Records

The following record shall be maintained.

· All suppliers of wood/forest materials to Project Certification.

· Identification of the material/product, including trade name and type.

· Tree/wood species supplied-common and scientific name where possible.

· Country of harvest and where applicable sub-national region or 	concession.

· Results of Risk Assessment.

· Details of any substituted concerns.

· Records of on-site audits

· Records of risk mitigation activities.

· Details of any products excluded from the project following failed risk 	mitigation.

The records identified above shall be maintained by Tracey Schoemaker.


[bookmark: _Toc522262649]Section Six-Internal Audits

The Responsible Wood Marketing and Communications Officer shall be responsible for performing internal audits.

Internal audits shall be performed:

a. At the commencement of the supply of certified materials;

b. At approximately monthly intervals during the construction phase;

c. At the conclusion of the project.

The internal shall cover the following:

1. A review of staff responsibilities;

2. Staff training;

3. Identification of incoming materials and data collection;

4. Due Diligence and risk assessment processes including records;

5. Percentage calculations;

6. 	Complaints handling, corrective and remedial actions;

7. Logo use and claims;

8. Social and Workplace Health and Safety requirements;

9. 	Records;

10. 	Sub-contracting (if applicable);

11. Results of previous audits, corrective actions and improvements.


The checklist for Internal Audits is provided in Appendix B.



[bookmark: _Toc522262650]Section Seven-Complaints Resolution

Responsible Wood and/or Timber Queensland shall be responsible for resolving complaints regarding the Project Certification.

[bookmark: _Toc522262651]7.1 Capture of Complaints

Complaints shall be in written form and may be accepted from any source including, but not limited to:

· External parties;

· Staff;

· Contractors;

· Certification Bodies;

· Suppliers;

· Accreditation Bodies;

· Members of Timber Queensland and Responsible Wood;

· Government Regulators

· Social and Environmental Groups.

Complaints may be relevant for:

· The application of AS 4707 to the project certification;

· Conduct of suppliers or contractors;

· Claims of logo use;

· Conduct of staff including those of Responsible Wood, Timber Queensland and the Certification Body;

· Materials used;

· Any other matter relevant to the project certification.

Upon receipt of a complaint, it shall be entered into the Responsible Wood complaints register.

[bookmark: _Toc522262652]7.2 Investigation and processing of the complaint

The complaint shall be investigated in accordance with the Responsible Wood Complaints Procedure – See Appendix A.

[bookmark: _Toc522262653]7.3 Corrective Actions

If investigations determine that corrective actions are necessary, the following shall be determined and documented in the Corrective action Register.

a. The details of corrective actions required including any requirements for training, changes in processes, change to standards, and other remedial actions.

b. The timeline for implementation.

c. Staff responsible for actioning corrective and remedial actions.

d. Verification processes.

Each of the matters shall be clearly recorded in the Complaints Register and be subject to review by the Responsible Wood Board.


[bookmark: _Toc522262654]Section Eight-Staff Training

All staff involved in the Project Certification shall be provided with training relevant and specific to their responsibilities as outlined in Table Two.

In addition, to task specific training all staff involved in the project shall be provided with general awareness training outlining basic information on project certification, the requirements of AS 4707 and the operation of Chain of Custody Management systems.

[bookmark: _Toc522262655]

Section Nine-Records

The following records will be maintained.

a. Details of all incoming materials;

b. Details of suppliers, their certified status and the materials they supply;

c. The certified percentage;

d. Due Diligence and Risk Assessment (See 5.4);

e. Internal Audits;

f. Complaints;

g. Training;

h. Minutes for Management Review Meetings.

i. Sub-contractors agreements.

The Responsible Wood Administration Officer shall be responsible for maintaining all records relevant to the project certification.

Where practical and possible, materials shall be scanned and filed electronically in folders relevant to the project, supplier and task.  This will ensure that the electronic records are back-up daily and subject to robust file security.

Where records cannot be filed electronically, they shall be filed in the Responsible Wood filing system under a “Project Certification File” in a sub-folder related to the task, supplier or individual.

Records shall be maintained for a minimum of 5 years.

[bookmark: _Toc522262656]Section Ten- Social, Health and Safety Requirements

Project partners Timber Queensland and Responsible Wood commit to all principals of Section 9 of AS 4707.

Workplace Health and Safety shall be managed in accordance with the Timber Queensland and Responsible Wood Workplace Health and Safety procedures and policies document.


[bookmark: _Toc522262657]APPENDIX A
[bookmark: _Toc522262658]RESPONSIBLE WOOD COMPLAINTS MANUAL
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APPENDIX B- Internal Audit Checklist





Project Certification Internal Audit Checklist


	Internal Auditor
	

	Audit Date
	





Checks on Incoming Material

1.	The project shall classify inputs as:

	(a)	certified (AFS/PEFC) wood based 
	(b)	other wood based
	(c)	neutral (non wood based).

	Note: “other” – becomes “controlled source” after DDS is undertaken and the risk assessment shows negligible risk.

	Notes:























2.	For each deliveries documentation must be available that includes:
	(a)	the name of the customer
	(b)	the name of the supplier
	(c)	product identification
	(d)	quantity of product
	(e) 	date of delivery or delivery period or accounting period.

	In addition, for a certified delivery:
	(a)	the AFS/PEFC certification claim must be made
	(b)	the certified proportion  must be specified – specifically “x % AFS/PEFC”
	certified” must be used
	(c)	the FM or CoC certification details of the supplier e.g. certificate number.

	Notes:




































3.	The project shall maintain records of the certification of every certified supplier to the project.  This may be:

· An AFS/PEFC certification certificate including the scope
· An electronic or hard copy document confirming certification, including scope.

Such documentation shall show that certification is current.

	Notes:































Minimum Due Diligence System (DDS) Requirements

1.	The site shall operate an effective DDS for all forest based material inputs except:

	(a)	recycled material
(b)	material of species listed in CITES Appendix 1 to 3, provided it complies with all legislation related to CITES species (see Appendix where CITES list is provided).
	
	Notes:


















2.	The DDS consists of 3 steps:

	(a)	information gathering
	(b)	risk assessment
	(c)	management of significant risk.

	In so doing, it shall ensure that:

	(i)	procurement of CITES species shall comply with applicable legislation
	(ii)	any forest based material originating from countries covering by UN, EU or National
		Government sections restricting the export/import of such forest based material is not
		brought onto site or procured
	(iii)	no conflict timber enters the site or is procured
	(iv)	no genetically modified forest based organisms in products shall enter site or procured
	(v)	no wood from native forest that is cleared for another land use shall enter the site or be 
		procured.
		
	In assessing this, it is expected that the site will include these checks in their DDS.		
	Notes:













3.	The project shall:

	(a)	identify the product by trade name and/or species.  Species I.D. is required where confusion may arise
	(b)	country / State / Region / area or compartment i.e. the information necessary for a second and third party inspection to identify the source.

	Notes:






























4.	Risk Assessment shall be carried out and result in either a “negligible” or “significant” risk category, according to the following matrix:

[image: ]
Determination of likelihood class is based on the following indicators for supply chain and origin level.

	Notes:



























Table 1
	
Indicators (Low likelihood – Origin and Supply Chain)

	
· Supplies delivered with a certificate from AFS or other PEFC endorsed scheme:
	
	(a)  	certified material/products delivered with a claim by a supplier with an AFS/PEFC 
	recognised certificate
	(b)  	other material/products delivered with an “AFS Controlled Sources” or equivalent 
	claim by a supplier with an AFS recognised certificate.

	
· Supplies declared as certified against a forest certification scheme (other than PEFC endorsed) supported by a forest management or chain of custody certificate issued by a third party certification body e.g. FSC Certification.

	
· Supplies verified by governmental or non-governmental verification or licensing mechanisms other than forest certification schemes focused on activities covered by the term controversial sources.

	
Supplies supported by verifiable documentation which clearly identifies:

(a) (a)	country of harvest and/or sub-national region where the timber was harvested 	(including consideration of the prevalence of armed conflict)
(b)  	trade name and type of product as well as the common name of tree species and,
	where applicable, its full scientific name
(c) 	(c)	all suppliers within the supply chain and the forest management unit of the supply 	origin
(d) (d)	documents or other reliable information indicating compliance of those timber and 	timber products with activities referred to by the term controversial sources.

· Special attention shall be given to documentation which is produced by a governmental body of the country with TI CPI below 50.









	
Note 1: The timber verification by a DDS according to the requirements of the European Timber Regulation, monitored by a Monitoring Organisation, can be used as evidence for the legality of the supplies.

















Table 2
	Indicators (High likelihood-Origin)

	
· The actual corruption perception index (CPI) of the country presented by Transparency International (TI) is lower than 50.

	· The country/region has a prevalence of armed conflict.

	
· The country/region is known to be a country with low level of forest governance and law enforcement.

	· Tree species included in the material/product is known as species with prevalence of activities covered by the term controversial sources.





Table 3
	
Indicators (High likelihood – Origin and Supply Chain)

	
· Participants and steps in the supply chain up to the point in the chain when the first checks are undertaken by a verification system cannot be identified.

	
· Countries/regions where the timber and timber products have been traded before the first verification by a verification system accepted as indicator for low risk in the risk matrix are unknown.

	
· Tree species in the product are unknown.

	
· Evidence of illegal practices by any company in the supply chain.



5.	Risk assessment shall be carried out:

	(a)	for the first supply
	(b)	if there is any indication that suggests a change of risk
	(c)	at least annually.
Note: If country, region or species change for an existing supplier, a new risk assessment would be required.

	Notes:
















6.	For “Negligible Risk” deliveries from a specific geographical area, the organisation shall keep updated:

	(a)	the definition of the particular area 
	(b)	a list of the tree species from the area.

	Notes:























7.	The organisation shall ensure that significant concerns provided by a third party are promptly investigated and a re-assessment of Risk be undertaken, where appropriate.

	Notes:



















8.	For any “Significant Risk” supply, the organisation shall request information from the supplier.  This shall include:

	(a)	the forest management unit(s) of the supply
	(b)	authorisation for second and third party inspections of the supplier operation.
	Note: This may be achieved by a self-declaration or by contractual agreements.

	Notes:



















9.	For “Significant Risk” supplies, the project shall establish a second and third party validation programme that shall cover:

(a)	identification of the whole supply chain and the forest management unit of the supply’s origin
(b)	on-site inspection, whenever relevant
(c)	risk mitigation measures, as required.

Note: When tracking back through steps in the supply chain, the organisation can stop at a
point in the supply chain where a “Negligible Risk” exists.

	Notes:














10.	On-site Inspections for “Significant Risk” supplies can be second or third party.

(a)	the party shall demonstrate knowledge and competence to undertake a risk assessment
(b)	the party shall investigate all steps in the supply chain to determine that supplier claims are accurate
(c)	The party shall investigate compliance with legal requirements of the forest owner/manager, or other party responsible for management activities, in a forest management unit that forms part of the supply chain.

	Notes:





















11.	The organisation shall define written procedures for implementing corrective measures for non-compliance of suppliers identified by the organisation’s verification program.
	Note: See Section 5.5.4 for details of corrective measures.

	Notes:
















12.	No timber product from unknown sources or controversial sources shall be included in the product group within the scope of the project certification.

	Notes:























13.	Timber known or reasonably suspected to come from illegal sources shall not be allowed to be used on the project.

	Notes:

























Chain of Custody Method
Note to internal auditor- for project certification, the percentage method is used


Percentage
Based








Calculates Certification % using simple %.










1.	Percentage Methods

	(a)	material entering a product group must have the same unit of measurement

	(b)	Certification %  =
Quantity of Certified
x 100

Quantity of Certified + Quantity Other





Note: Neutral Material and recycled material is excluded

(c)	Any conversion ratios used in determining the quantity of an input shall be either generally recognised or verifiable and be documented.

(d)	Where “Simple %” is used, the percentage relates to the certified % of inputs for the same period that the outputs are generated.  

 

	Notes:







Notes:

























Sale and Communication on Claimed Products

1.	At point of sale or transfer of product to a customer, a copy or access to a copy of its current Chain of Custody Certificate shall be provided. (Note: not relevant for project certification).  However, the project shall ensure this information is available on request.


2.	Documentation provided to a customer (or interested party) shall be in an unalterable form and a copy of the documentation shall be retained by the organisation.  This may be hard copy or electronic or electronic scan or hardcopy for retention.

	Notes:


























3.	When making certification claims they shall have the following form:

	“x % AFS/PEFC certified”

	Notes:






4.	For products covered by the organisations Chain of Custody which include recycled material, the project shall calculate the content of recycled material based on ISO 14021 and inform about it on request.

	Notes:








Use of Logos

1.	The organisation using an AFS logo or label for on-product or off product use shall have authorisation from Responsible Wood and/or PEFC to do so and conform to the terms and conditions of authorisation.

	Note: Confirm authorisation exists (contract) and terms and conditions of contract are known and met.

	Notes:





















2.	An organisation making on product claims (on product or its packaging), with or without logo shall always make that claim “x % AFS/PEFC certified”.



	Notes:



Notes:


















3.	Logos may only be used on product where the product is certified.



	Notes:






















4.	The logos that are used shall comply with the Responsible Wood/PEFC Logo Use Manual.. 

	Notes:























Minimum Management Systems Requirements

1.	The project shall document:
(a)	the organisations commitment to implement and maintain Chain of Custody requirements in accordance with AS 4704:2014 or the PEFC International Chain of Custody Standard
	(b)	the person with overall responsibility and authority for Chain of Custody
(c)	internal audit procedures sufficient to ensure compliance with AS 4707.  Minimum frequency of internal audits shall be annually
(d)	management review procedures sufficient to adequately ensure compliance with AS 4707 minimum frequency is annual
	(e)	Responsibilities and authorities for the following:
· raw material procurement and identification of origin
· product processing
· physical separation where applicable
· calculation of certification percentage(s)
· transfer of credits to outputs where applicable
· product sale and labelling
· record keeping
· internal audit and non-conformity control
· DDS
(f)	organisational structure
(g)	description of raw material flow
(h)	Definition of input and output product groups
(i)	Procedures for all Chain of Custody processes including:
· Identification of raw material category
· Physical separation where applicable
· Definition of product groups and calculation of certified percentage
· Calculation of volume credits and management of credit accounts (where applicable)
· Sale of products
· On and off product logo use labelling and claims
(j)	DDS procedures
(k)	procedures for complaints resolutions.

	Notes:



















2.	Record Keeping

(a)	Records shall be kept sufficient to provide evidence of conformity to AS 4707.  At a minimum:
(i)	all supplies of inputs, their category certification percentage, suppliers Chain of Custody Certificates and contracts where appropriate
(ii)	records of calculation of the certified percentage, transfer of the percentage to output products and management of the credit account, as applicable
(iii)	records of all products sold/transferred, including claims on the material category and documents associated to the delivery of the output products
(iv)	records of due diligence system, including records of risk assessments and significant risk supplies management, as applicable
(v)	records of internal audits, periodic chain of custody review, non-conformities which occurred and corrective actions taken
		(vi)	records on complaints and their resolution
	(b)	Records shall be kept for a minimum period of 5 years.

	Notes:


















3.	Training
(a)	Documentation of the training requirements for at least the people identified with Chain of Custody responsibilities is required
	(b)	A record of Chain of Custody training shall be maintained.

	Notes:
































4.	Internal Audit / Management Review records, Minutes of Internal Audits and Management Reviews shall be maintained.

	Notes:





















5.	Complaints

	A complaints procedure shall be established and documented.  Records of complaints shall be maintained.  The organisation shall, on receipt of a complaint:

	(a)	acknowledge the complaint to the complainant 
	(b)	investigate the complaint sufficient to validate the complaint and decide on action
	(c)	formally communicate the decision to the complainant
	(d)	initiate approximate correction action where appropriate.

	Notes:






















6.	Sub-contracting

	The organisation Chain of Custody covers the activities of their sub-contractors.

	Sub-contracting is defined as a site which receives material from the certified organisation, keeps it physical separated, and returns the material to the certified organisation.

(a)	if a sub-contractor does not meet this definition, it will be regarded as a customer, and customer requirements shall apply
	(b)	if a sub-contractor does meet this definition, the organisation shall have:

(i)	a written agreement with the sub-contractor ensuring that the organisations products are physical separated
(ii)	the organisation’s internal audit process shall cover sub-contractors activities, including an on-site inspection if the sub-contractor is located in a country or region classified as high risk.

	Notes:






























Social, Health & Safety Requirements

1.	The organisation shall demonstrate a management commitment to:

(a)	recognise the right of personnel to bargain collectively consistent with the ILO convention and to comply with the social health and safety requirements of AS 4707
	(b)	the organisation shall demonstrate that:
(i)	workers are not prevented from associating freely, choosing their representatives, and bargaining collectively with their employer
		(ii)	forced labour is not used
(iii)	workers, who are under the minimum legal age, the age of 15, or the compulsory school attendance age, whichever is higher, are not used
		(iv)	workers are not denied equal employment opportunities and treatment
		(v)	working conditions do not endanger safety or health.

	Notes:



















Multi-Site Requirements (see Appendix 2 AS 4707 for more details)

Multi-site organisations are defined as two or more locations separated geographically such that separate administrative arrangements apply to control movement of materials within each location.

They may be the same company, franchises or a producer group.  There is a Central office and production locations.

1.	There is a central office function that plans, controls and manages the Chain of Custody system across all locations.

2.	Central office shall implement correction actions as required across all locations to ensure compliance with AS 4707.

3.	If the multi-site Operation is a producer group, it shall have no more than a total of 100 employees (FTE), be located in the same state and have a maximum turnover of $100M.

4.	All sites shall be subject to Internal Audit prior to certification and at least annually.

5.	The central office shall demonstrate its ability to collect and analyse relevant data from all sites and initiate changes, if required.


	Notes:




























1.	Function and responsibilities of the central office 

The central office shall: 

(a) 	represent the multi-site organisation in the certification process, including communication and relationship with the certification body 

(b) 	submit an application for the certification and its scope, including a list of participating sites 

(c) 	ensure contractual relationship with the certification body 

(d)	 submit to the certification body a request for extension or reduction of the certification scope, including coverage of participating sites 

(e) 	provide a commitment on behalf of the whole organisation to establish and maintain a chain of custody in accordance with the requirements of this standard. 

(f) 	provide all the sites with information and guidance needed for effective implementation and maintenance of the chain of custody in accordance with this standard; the central office shall provide the sites with the following information or access to the following information: 

- 	a copy of this standard and any guidance relating to the implementation of the requirements of this standard 
- 	AFS logo use rules and any guidance relating to the implementation of the AFS logo use rules 
- 	a central office’s procedures for the management of the multi-site organisation 
- 	conditions of the contract with the certification body relating to the rights of the certification body or accreditation body to access the sites’ 
	documentation and installations for the purposes of evaluation and surveillance, and disclosure of information about the sites to a third party 
- 	explanation of the principle of the mutual responsibility of sites in the multi-site certification
- 	results of the internal audit programme and the certification body’s evaluation and surveillance and relating corrective and preventive measures applicable to individual sites 
- 	the multi-site certificate and any of its parts relating to the scope of the certification and coverage of sites. 

Note: The term “mutual responsibility” means that non-conformities found in one site or the central office may result in corrective actions to be performed at all sites; an increase in internal audits or withdrawal of the multi-site certificate. 

(g) 	provide organisational or contractual connection with all the sites, which shall include commitments by the sites to implement and maintain the chain of custody in accordance with this standard. If separate administrative arrangements apply, the central office shall have a written contract or other written agreement with all the sites which covers the right of the central office to implement and enforce any corrective or preventive measures and to initiate the exclusion of any site from the scope of certification in case of nonconformities with this standard 

(h) 	establish written procedures for the management of the multi-site organisation 

(i) 	keep records relating to the central office and sites compliance with the requirements of this standard 

(j) 	operate an internal audit programme that shall provide for: 
- 	on-site audit of all the sites (including its own central administration function) prior to certification body starting its evaluation 
- 	on-site annual audits of all the sites covered by the certification scope (including its own central administration function) 
- 	on-site audit of any new site prior the certification body starting the process of the certification scope extension 

(k)	 operate a review of the central office and sites conformity, including review of results of the internal audits programme and certification body’s evaluations and 
	surveillance; shall establish corrective and preventive measures if required; and shall evaluate the effectiveness of corrective actions taken.

	Notes:































2.	Function and responsibilities of sites 

Sites connected to the multi-site organisation shall be responsible for: 
(a) 	implementation and maintenance of the chain of custody requirements in accordance with this standard 
(b)	 if separate administrative arrangements apply, entering into contractual relationship with the central office that includes compliance with the chain of custody requirements and other applicable certification requirements 
(c) 	responding effectively to all requests from the central office or certification body for relevant data, documentation or other information whether in connection with formal audits or reviews or otherwise. 
(d) 	providing full co-operation and assistance in respect of the satisfactory completion of internal audits performed by the central office and audits performed by the certification body, including access to the sites installations 
(e) 	implementation of relevant corrective and preventive actions established by the central office.

	Notes:








APPENDIX 1 - CITES Species List
*This list has been altered to remove non-tree species
	Appendix I
	Appendix II
	Appendix III

	F L O R A (PLANTS)

	[bookmark: flora1]ANACARDIACEAE Cashews

	 
	Operculicarya decaryi
	 

	 
	Operculicarya hyphaenoides
	 

	 
	Operculicarya pachypus
	 

	[bookmark: flora2]ARAUCARIACEAE Monkey-puzzle tree

	Araucaria araucana
	 
	 

	[bookmark: flora4]CARYOCARACEAE Ajo

	 
	Caryocar costaricense #4
	 

	CUPRESSACEAE Alerce, cypresses

	Fitzroya cupressoides
	 
	 

	Pilgerodendron uviferum
	 
	 

	FAGACEAE Beeches 

	[bookmark: flora5] 
	 
	Quercus mongolica #5  (Russian Federation) 

	JUGLANDACEAE Gavilan

	 
	Oreomunnea pterocarpa #4
	 

	LAURACEAE Laurels

	 
	[bookmark: flora12]Aniba rosaeodora #12 
	 

	LEGUMINOSAE (Fabaceae) Afrormosia, cristobal, palisander, rosewood, sandalwood

	 
	[bookmark: flora10]Caesalpinia echinata #10 
	 

	 
	Dalbergia spp.#5 (Populations of Madagascar)
	 

	 
	 
	[bookmark: _ftnref1]Dalbergia calycina#6[Population of Guatemala] (Guatemala)

	 
	Dalbergia cochinchinensis #5 
	 

	 
	 
	Dalbergia cubilquitzensis #6 [Population of Guatemala] (Guatemala)

	 
	 
	Dalbergia darienensis#2 [population of Panama (Panama)]

	 
	 
	Dalbergia glomerata #6 [Population of Guatemala] (Guatemala)

	[bookmark: flora6] 
	Dalbergia granadillo #6 
	 

	Dalbergia nigra
	 
	 

	 
	Dalbergia retusa #6 
	 

	 
	Dalbergia stevensonii #6 
	 

	 
	 
	Dalbergia tucurensis #6   (Nicaragua. In addition, Guatemala has listed its national population)

	 
	 
	Dipteryx panamensis (Costa Rica, Nicaragua)

	 
	Pericopsis elata #5 
	 

	 
	Platymiscium pleiostachyum #4 
	[bookmark: flora7]

	 
	Pterocarpus santalinus #7
	 

	 
	Senna meridionalis
	 

	MAGNOLIACEAE Magnolia

	 
	 
	Magnolia liliifera var. obovata#1 (Nepal)

	MELIACEAE Mahoganies, West Indian cedar

	 
	 
	Cedrela fissilis#5 (Plurinational State of Bolivia)

	 
	 
	Cedrela lilloi#5 (Plurinational State of Bolivia)

	 
	 
	Cedrela odorata#5 (Brazil and the Plurinational State of Bolivia. In addition, the following countries have listed their national populations: Colombia, Guatemala and Peru)

	 
	Swietenia humilis #4
	 

	 
	Swietenia macrophylla#6 (Populations of the Neotropics)
	 

	 
	Swietenia mahagoni #5 
	 

	OLEACEAE Ashes, etc.

	 
	 
	Fraxinus mandshurica #5   (Russian Federation) 

	PALMAE (Arecaceae) Palms

	 
	Beccariophoenix
madagascariensis #4
	 

	PINACEAE Firs and pines

	Abies guatemalensis
	 
	 

	 
	 
	Pinus koraiensis#5 (Russian Federation)

	PODOCARPACEAE Podocarps

	 
	 
	Podocarpus neriifolius#1 (Nepal)

	Podocarpus parlatorei
	 
	 

	ROSACEAE African cherry, stinkwood

	 
	Prunus africana #4
	 

	[bookmark: Sarracenia]SANTALACEAE Sandalwoods

	 
	Osyris lanceolata#2 (Populations of Burundi, Ethiopia, Kenya, Rwanda, Uganda and the United Republic of Tanzania)
	 

	STANGERIACEAE Stangerias

	 
	Bowenia spp. #4
	 

	Stangeria eriopus
	 
	 

	[bookmark: cus]TAXACEAE Himalayan yew

	 
	Taxus chinensis and infraspecific taxa of this species #2
	 

	 
	[bookmark: Taxus_cuspidata]Taxus cuspidata and infraspecific taxa of this species 12#2
	 

	 
	Taxus fuana and infraspecific taxa of this species #2
	 

	 
	Taxus sumatrana and infraspecific taxa of this species #2
	 

	 
	Taxus wallichiana #2 
	 

	[bookmark: flora14]THYMELAEACEAE (Aquilariaceae) Agarwood, ramin

	 
	Aquilaria spp. #14
	 

	 
	Gonystylus spp. #4
	 

	 
	Gyrinops spp. #14
	 

	ZYGOPHYLLACEAE Lignum-vitae

	 
	[bookmark: flora11]Bulnesia sarmientoi #11 
	 

	 
	Guaiacum spp. #2 
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