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[bookmark: _Hlk59619991]NOTE on the use of this template.
Procedures template HAWA-PRO-02 is intended to be used as part of the HAWA DDS Platform documents. The objective is to provide Operators using the HAWA DDS Platform, with a template for them to develop their own internal procedures to ensure alignment of their sourcing activities with the HAWA DDS standards. 
The template is not intended to be used “as is” but should always be adapted to the specific company’s operations and systems to reflect its actual sourcing activities, while ensuring that the procedures meet the HAWA DDS Platform requirements.
The intended use of this Template is Operators sourcing and selling wood products through as supply chain. It is not intended that this be used by forest owners or managers.
The current procedures are designed to align Operators’ conformance with the following other HAWA standards and procedures:
· HAWA-DD-01 Material Entry Requirements 
· HAWA-DD-02 General Operator Requirements
· HAWA-PRO-03 Due Diligence Procedures* 
*For operators sourcing material from Vietnam, procedure HAWA-PRO-03a shall be used in combination with this procedure. If the Operator is sourcing wood products or materials from outside of Vietnam, procedure HAWA-PRO-03b shall be used in combination with this procedure along with the associated tools and templates.
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[bookmark: _Toc59621436][bookmark: _Toc63856628]Introduction
This procedure has been developed to support [OPERATOR] to meet the requirements of the HAWA DDS Platform. 
Specifically, this procedure aims to ensure conformance with HAWA Standards:
· DD-01 Material Entry Requirements, and
· DD-02 General Requirements for Operators
[bookmark: _Toc478566741][bookmark: _Toc59621437][bookmark: _Toc63856629]Objective
The objectives of this procedure are to govern how [OPERATOR] meet the requirements of the HAWA DDS Platform.
[IT IS UNDERLINED THERE THAT THE OBJECTIVES OF THE PROCEDURE MAY VARY DEPENDING ON THE ROLE OF THE OPERATOR. THE USER OF THIS TEMPLATE SHALL THEREFORE CONSIDER THEIR OWN ROLE AND MAKE SURE THE OBJECTIVES HERE ARE STATED CLEARLY AND ARE IN LINE WITH THE ACTUAL ACTIVITIES AND ROLE IN THE SUPPLY CHAIN]
[bookmark: _Toc59621438][bookmark: _Toc63856438][bookmark: _Toc63856534][bookmark: _Toc59618250][bookmark: _Toc59619817][bookmark: _Toc59620460][bookmark: _Toc59620637][bookmark: _Toc59621404][bookmark: _Toc59621439][bookmark: _Toc63856439][bookmark: _Toc63856535][bookmark: _Toc59621440][bookmark: _Toc63856630]Management System
The following section contains the procedures for general quality management of our system to manage our conformance to the HAWA DDS Platform requirements.
[bookmark: _Toc59621441][bookmark: _Toc63856631]HAWA DDS Platform membership and commitment to legal compliance
[OPERATOR] is committed to meeting the requirements of the HAWA DDS and is implementing the following procedures to ensure continued alignment with HAWA standards and principles.
[bookmark: _Toc63856632]Applying and gaining admission to the platform
[OPERATOR] will submit an application for admission to use the HAWA DDS Platform by electronically submitting all required information to support its application:
· As a Candidate, [OPERATOR] shall apply to be a Member-user of the HAWA DDS Platform and submit a self-declaration through the online application system.
· Only if [OPERATOR] has received written confirmation of approval from the HAWA PMU, shall we submit material into the HAWA DDS Platform.
[bookmark: _Toc63856633]Granting access to sites upon request
[OPERATOR] will grant the HAWA PMU, Verification Bodies and/or the HAWA DDS Independent Monitor access to:
· all operational sites, legal entities and activities, for which it has obtained membership - and which are within the scope of activities relevant to its membership of the HAWA DDS Platform. 
· all relevant documents related to the HAWA DDS Platform.
· obtain or collect physical samples of products, product-parts or materials for testing if necessary.
[OPERATOR] understands that access may be requested as part of routine evaluations or monitoring or outside of any normal scheduled activities. Access may also be requested as a result of substantiated complaints, disputes or allegations of non-conformities raised by third parties.
[bookmark: _Toc63856634]Truthfulness and correctness of information
[OPERATOR] commits to ensuring that all information or input provided to HAWA, the HAWA DDS or HAWA DDS Platform is truthful and correct, to the best of its knowledge.
[OPERATOR] will ensure that any material entered into the HAWA DDS Platform fulfils all relevant requirements of the standard HAWA-DD-01.
[OPERATOR] assumes responsibility for the truthfulness and correctness of information and evidence provided by themselves.
[bookmark: _Toc63856635]Formalising the commitment statement
[OPERATOR] commits to: 
· i) complying with the HAWA DDS Principles (HAWA-POL-01) and; 
· ii) producing or sourcing, manufacturing and trading wood products legally.
Our Commitment if formalised in our Policy Statement [TITLE], and is endorsed by [EXECUTIVE]. It is publicly available at [WEBSITE OR BY REQUEST]
[bookmark: _Toc63856636][bookmark: _Toc478566745]Abiding to legal compliance
[OPERATOR] operates according to Vietnamese law, as well as the law of countries and/or regions in which we are based and operate.
[OPERATOR] commits to ensuring that we are not:
· engaged in criminal activity within the forestry or forest-products sector or have a trade or business relationship with entities related to illegal activities,
· engaged in illegal timber production, trading, storing, transporting o processing; and/or violations of relevance (or impact) in relation to the HAWA DDS Platform requirements for HAWA-DD-01 (including all Annexes, as applicable), or;
· engaged in unresolved legal disputes or investigations and does not appear in the OCS Law Violation Database.
[OPERATOR] will declare to HAWA if it has been – or is in the process of being - investigated and/or sanctioned for infractions of relevance (or impact) in relation to the HAWA DDS Platform requirements - by Government authorities in Vietnam or other countries in which [OPERATOR] is operating or sourcing materials (as applicable). 
The list of countries outside Vietnam in which we are based or operating are: [COUNTRIES] 
[bookmark: _Toc59621442][bookmark: _Toc63856637] Assignment of responsibilities
The responsibility for different parts of [OPERATOR]’s material management system has been assigned as outlined below.
[bookmark: _Toc478566746][bookmark: _Toc63856638]Overall responsibility
The responsibility for the truthfulness, correctness, and adequacy of the material information and evidence is the responsibility of [OPERATOR].
[TITLE] is overall responsible person for compliance with all applicable requirements in relation to the HAWA DDS Platform, and to the standards for Operators (including general, data entry, and due diligence requirements).
[bookmark: _Toc478566747][bookmark: _Toc63856639]Specific responsibilities
Divisions for specific responsibilities are contained in Table 1.
Table 1: Division of responsibilities
	System element
	Responsible Position

	Ensure the approval – and maintenance of approval – by Project Management Unit (PMU) as a member of HAWA DDS
	[INSERT RELEVANT PERSON FOR YOUR COMPANY]

	Evaluate the truthfulness, correctness, and adequacy of the material information and evidences
	[INSERT RELEVANT PERSON FOR YOUR COMPANY]

	Designate individual responsibilities to specific positions for different tasks related to the requirements
	[INSERT RELEVANT PERSON FOR YOUR COMPANY]

	Training and competency development
	[INSERT RELEVANT PERSON FOR YOUR COMPANY]

	Maintenance of documents and procedures
	[INSERT RELEVANT PERSON FOR YOUR COMPANY]

	Overall due diligence system
	[INSERT RELEVANT PERSON FOR YOUR COMPANY]

	Internal quality control and complaints
	[INSERT RELEVANT PERSON FOR YOUR COMPANY]

	Risk assessment
	[INSERT RELEVANT PERSON FOR YOUR COMPANY]

	Risk mitigation 
	[INSERT RELEVANT PERSON FOR YOUR COMPANY]



[bookmark: _Toc478566748][bookmark: _Toc63856640]Training and competence assurance
In [OPERATOR], training is required for all relevant employees and contractors (as relevant). Training is provided to all staff and contractors based on this procedure, covering our full procurement system, to ensure that relevant staff members/contractors have the necessary competence to carry out their assigned responsibilities. 
· New staff/contractors: Training of new staff/contractors includes an introduction to this procedure and other relevant material and procedures before they start work. 
· Existing Staff/contractors: Training is conducted annually or when specific training needs arise. 
The date of training, list of participants and brief overview of the topics covered is documented for all training. Training of new staff/contractors is documented by signature of the training attendee and the date of training on a separate staff training record.
Records of training and competence development activities shall be stored on file for a minimum of 7 (seven) years.
The [ENTER POSITION TITLE] is responsible for implementing the training procedure.
[bookmark: _Toc483223795][bookmark: _Toc483496004][bookmark: _Toc483223796][bookmark: _Toc483496005][bookmark: _Toc478566750][bookmark: _Toc59621443][bookmark: _Toc63856641]Quality control and performance monitoring
The following quality control procedures are established for monitoring compliance with our system requirements.
[bookmark: _Toc478566751][bookmark: _Toc63856642]Procedures for maintaining records 
To enable us to monitor the procurement system effectively, [OPERATOR] maintain records covering all steps and elements. Records can be available digitally or on paper. This includes, for example; purchase orders, invoices, delivery notes, phytosanitary certificates, certificates of origin, business registration certificates, tax receipts and laboratory test reports.
[bookmark: _Toc478566752][OPERATOR] integrates the use of the HAWA DDS Platform into its recording system relating to timber and timber products to ensure that their entry to/exit from [OPERATOR]’s business is covered. 
All relevant records archived from HAWA DDS platform are retained for a minimum of seven (7) years in [OPERATOR] ’s premises or system account in forms of either soft or hard copies
[bookmark: _Toc63856643]Operations Review
[OPERATOR] will review its operations and the HAWA Procedures continually in order to identify and manage any risks of illegality of, in order to find any weaknesses.
The complexity and scope of internal monitoring should correspond to the size and complexity of [OPERATOR] and supply chains:
1. If [OPERATOR] is implementing a DDS, internal monitoring shall cover internal entities and group members/sites (where applicable), as well as for any suppliers and sub-suppliers.
2. All non-conformances and corrective actions identified shall be documented and updated to HAWA DDS Platform. 
3. Non-conformances shall be corrected in a timely manner.
[OPERATOR] shall have and implement a complaints procedure to address substantiated complaints related to the production or sourcing of material, including:
1. Assessment of evidence provided in the complaint within 5 working days of its receipt, and
2. In cases where the complaint or evidence is considered valid and relevant, implementation of appropriate corrective actions.
3. Updating of information to the HAWA DDS Platform in cases where the complaint or evidence is considered valid and relevant, and corrective actions are taken.
Non-conformances may be identified by [OPERATOR] itself, during internal monitoring, or may be those identified by a Verification Body or HAWA DDS PMU during audits. In any case, [OPERATOR] will ensure to take relevant corrective measures and address root cause issues.
[bookmark: _Toc63856644]Corrective Actions
Where [OPERATOR] identifies that products have been entered into the HAWA DDS Platform:
· with incorrect information, or
· has been, or is in the process of being, investigated and/or concluded as being illegally harvested or traded in contravention of the HAWA DDS Platform requirements - by Government authorities in Vietnam or in any country within the supply chain through which the product/material has passed.
[OPERATOR] will: 
1. immediately cease to sell any remaining products held in stock and alert the HAWA PMU; 
2. upload relevant information and records to the HAWA DDS Platform within three (3) business days; 
3. analyse causes and implement measures to prevent re-occurrence, and;
4. mitigate the causes and allow Verification Bodies and/or the HAWA DDS PMU to evaluate actions taken.
[bookmark: _Toc59621444][bookmark: _Toc63856645]Policy of association and complaints
[bookmark: _Toc63856646]Disassociation policy
[OPERATOR] will discontinue relationships with suppliers in cases of major or continuous violations of these requirements, including:
1. Excluding supply and/or suppliers from its sourcing or production where significant and/or continuous non-compliance is identified; and,
2. Ensuring that material is not sourced from the supply chain or area in question until risks have been mitigated.
3. Report the case to the PMU
There are no universal thresholds determining when the evidence or risk of legal violations is significant enough to warrant discontinuing a relationship. However, if [OPERATOR] discovers that legal violations are not immediately and properly addressed, it will suspend or discontinue purchasing from that supplier.
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[OPERATOR] keep records of all disputes and remedial actions related to our activities – this includes allegations of fraud against our suppliers or supply chains etc.. 
Immediately (within three days after a dispute is received), a documented record of the dispute will be registered. 
Within five days it shall be concluded and justified whether the dispute is relevant or not. The following criteria are used to make a decision:
· The allegation is unfounded, based on the evidence provided, no further actions are needed;
· The allegation is well founded, based on the evidence provided, further investigation is needed as per below.
Designated staff will provide an initial response to the disputing party, including an outline of the proposed course of action to follow up on the dispute within 14 days of receiving the dispute. 
Where necessary to evaluate the complaint or allegations we will apply re-evaluation of the supply chain.
Designated staff will keep the disputing party informed of progress in evaluating the dispute, investigate the allegations and specify all proposed actions in response to the dispute within 90 days of receiving the dispute. 
[OPERATOR] will provide a written response to the disputing party within 5 days from the time that the investigation is finalised in either of the above cases.  
Relevant third parties may also be contacted to clarify the situation or contribute relevant information to the dispute resolution process. If the disputing party is not satisfied with the response, it may provide a written response in relation to this matter. 
[ENTER POSITION TITLE] is responsible for coordination of the dispute resolution process including steps described above. 
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[OPERATOR] will maintain physical separation of all material which is approved for placing on regulated markets from material with unknown or potentially illegal origin, throughout reception, processing, packing, transport and shipping.
The relevant staff functions ensure that material that has not yet been approved for placing on regulated markets is kept physically separate from approved material/products.
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[OPERATOR] will apply the following rules when making claims about the HAWA DDS System:
1. Claims about the conformance status of wood products in relation to the HAWA DDS will be made exclusively via the HAWA DDS Platform, using the link and/or QR code.
2. [OPERATOR] will not make on-product claims or labels relating to any aspect of the HAWA DDS platform.
3. Without permission of HAWA DDS PMU, no information about the status of a project will be placed on the material itself at any time, except for the sole purpose of segregating the certified material from non-certified to avoid mixing.
4. [OPERATOR] may make general promotional claims outside of the HAWA DDS IT system about its membership to the HAWA DDS platform.	
5. Business to Business promotional claims may cover the following types:
a. Claims about [OPERATOR] ’s membership to the HAWA DDS Platform
b. Claims about intent, mission and/or impact of the HAWA DDS Platform
c. Other claims that are not required to be controlled.
6. [OPERATOR] only make promotional communication that are accompanied by: i) a clear description of the scope of its HAWA DDS membership and ii) its HAWA DDS membership number
7. A scope description is only required if [OPERATOR] has not included all products in the scope of its HAWA DDS Platform membership.
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