01/01/2011

	Guidance Notes to assist in the completion of the BAFTS Retail Member and DSR Member (Direct Sourcing Retailer) APPLICATION / RENEWAL FORM

	Section A
	This section contains a number of questions that will give BAFTS the basic information we need to understand the type and size of organisation, how you operate etc.

	Question
	Note

	A1
	Please select the statement that most closely aligns with your organisations motivation for working in fair trade.  This helps those reviewing your application.  

	A2
	The name you use when trading rather than any ‘legal name’ your company may have registered

	A3
	Your legal company name

	A4
	Select the option from the list that best describes how your organisation is legally constituted.  Choices are Co-operative, Limited Company, Not for profit, Partnership Sole trader.

	A5
	Please select New Application  or Renewal to indicate why you are completing this form

	A6
	Please select the category to which your application (or renewal) relates.  Note that for renewals you can only automatically renew in the same category that you are currently subscribed to.  A change of category will require passing your details through the member consultation process, please contact the BAFTS administrator should you wish to renew in a different or additional category to your current subscription. These notes are to support a Retail or DSR (Direct Sourcing Retailer) Application or Renewal only.

All categories are described on the BAFTS web site but briefly they are:

A Retailer buys products in the UK from an importer or wholesaler.  To count against the 70% fair trade requirement the products must be purchased as fair trade and either FLO marked, purchased from a WFTO accredited organisation or purchased from a BAFTS recognised importer or wholesaler. A Retailer is a BAFTS Member and is entitled to one vote regardless of how many sales outlets they may have.
A Direct Sourcing Retailer under fair trade terms, imports direct from the producer organisation and retails the products directly to the consumer. They do not sell on to any other business for resale or distribution. A DSR is a BAFTS Member and is entitled to one vote regardless of how many sales outlets they may have.
An Importer imports from the producer under fair trade terms and sells on a wholesale basis to retailers. An Importer is a BAFTS Associate Member and is not entitled to a vote. 
A Wholesaler buys fair trade products in the UK (typically but not necessarily FLO marked) and sells on a wholesale basis to retailers. An Importer is a BAFTS Associate Member and is not entitled to a vote.
An organisation that operates in more than one capacity must either restrict use of their BAFTS recognition to the category they have subscribed under or apply separately for additional category. Reductions in fees may apply.

	A7 – A11
	The details required in this section are for your best contact and mailing address. To save administration and the other impacts of printed material wherever possible BAFTS would like to use email to communicate with you.  We would hope that all subscribing organisations are able to accept email communications. If your mailing address and retail outlet are not the same please enter your full shop details in section H at the end of the application.

	A12
	Please tick ALL boxes that apply. This section is a cross check against question A6 and confirms your understanding of the category you are applying or renewing for.

	A13 - 14
	It is helpful for BAFTS to be able to report on the number of individuals involved in servicing the fair trade organisations we represent.  Please supply the number of individuals that work for your organisation against the three categories listed on the form. Include in the count all individuals involved in running the business - partners, sole traders, directors, staff etc.

	A15
	The three questions in this section are again useful for some high level analysis of how fair trade goods are traded.

The first question looks at the type of premises you trade from.  Our main interest is in identifying the number of retail shops versus other forms of retail trading, but hopefully the options provided will allow everyone to make a selection.
Shop
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The second question asks if you use a printed catalogue or website to promote your business.
The third question allows us to understand the extent of your trading hours.

	A16
	The year you first began trading.

	A16 – 17
	The address you have given should be your main mailing address, is it also a shop?

	
	

	Section B
	The questions in this section relate to your finances and financial management

	Question
	Note

	B1
	Provide details of the TOTAL turnover for all your retail outlets from your most recent ‘trading year’. If you have not completed a full year of trading or there are other reasons why you cannot do this then give the best information you have  available. Specify the dates of the period you are providing the figures for.  Please note for DSR applications you will need to have been trading for at least 12 months and have produced a full set of accounts for your first years trading. 

	B2
	Enter your turnover excluding Vat for the period stated in question B1

	B3
	Please tell us how much of this turnover is produced from fairly traded products (the rest being either not fairly traded or products where you cannot ‘guarantee’ the fair trade criteria have been met).

	B4
	Just for completeness please confirm the percentage of your turnover that is derived from non fairly traded products (B3 and B4 should total 100%)

	B5
	Please provide a sales forecast for your next accounting year.

	B6 
	BAFTS does not as a matter of course carry out any independent audits on subscribing organisations.   We may feel obliged to request such an audit should we ever have cause to suspect that an organisation is not meeting the expected standards, in line with their own ‘self certification’ through the BAFTS application / renewal form.

While we hope never to do this please could you confirm that you would be willing for this to happen.

	B7
	We understand that from time to time trade disputes can occur.  Occasionally we hear of a dispute from a third party or from an affected party with the intention of implying that a BAFTS subscribing organisation is not meeting expected standards.  

	
	

	Section C
	This section looks at what motivates you / your organisation, why you are involved in fair trade, what underpins the decisions you make etc.

	Question
	Note

	C1
	Please explain why you started your business.  For new applications please give as full an explanation as possible.  For renewals a simple statement will suffice or you can leave this question blank.

	C2
	Please explain the principles that underpin your business together with examples of how you live out those principles.  E.g. if financial transparency is important to you, explain how this is achieved. As with C1 new applications should give as full an explanation as possible.  Renewals only need to discuss any changes that have happened over the last year.

	C3
	Please explain why you sell the particular mix of products you sell.  E.g. this may be related to the overseas producers you have a specific interest in or a specific UK market that interests you.

As with C1 new applications should give as full an explanation as possible.  Renewals only need to discuss any changes that have happened over the last year.

	C4
	Please explain how you select the suppliers you use As with C1 new applications should give as full an explanation as possible.  Renewals only need to discuss any changes that have happened over the last year.

	C5
	All new Retail, DSR and Importer applications are subjected to the Member Consultation Process. This process expects Retail Members to review all new applications and comment upon them. It is expected that anyone involved in the BAFTS application process must treat the information on the forms as confidential and use it only for the purpose of administering the application or renewal. New applications are available to view via the member login on the BAFTS website.

Comments made should be on the applications’ suitability for BAFTS Retail Membership or Importer Recognition based on:

· the information provided in the application form, 
· their trading policy

· their website and or promotional materials

· any previous trading experience with the applicant. 
To assist the Board’s eventual decision a final comment should also state one of the following: Accept, Reject or Require further information.

	C6
	If you are unable to fulfil your member obligation to participate in the Member Consultation Process please give your reasons why. 

	C7
	Give details of any involvement of activities in support of Fair Trade.

	C8 – C10
	BAFTS needs the active support of all Members and Associate Members. There are many ways to get involved, please consider how you could support the work of BAFTS. If you are keen to get involved but unsure what you could offer please let us know. 

	
	

	Section D
	This section asks you to describe how your retailing organisation complies with the 10 principles of fair trade as defined by IFAT / FLO

	Question
	Note

	D1 – 10
	For each principle please explain your understanding of how each principle is demonstrated in your retail business, and identify how these can be improved during the next 12 months.
Definitions of the ‘10 criteria’ are provided below:

	1
	Creating opportunities for economically disadvantaged producers
Fair Trade is a strategy for poverty alleviation and sustainable development. Its purpose is to create opportunities for producers who have been economically disadvantaged or marginalized by the conventional trading system. 

	2
	Transparency and accountability
Fair Trade involves transparent management and commercial relations to deal fairly and respectfully with trading partners. 

	3
	Capacity building
Fair Trade is a means to develop producers’ independence. Fair Trade relationships provide continuity, during which producers and their marketing organizations can improve their management skills and their access to new markets. 

	4
	Promoting Fair Trade
Fair Trade Organizations raise awareness of Fair Trade and the possibility of greater justice in world trade. They provide their customers with information about the organization, the products, and in what conditions they are made. They use honest advertising and marketing techniques and aim for the highest standards in product quality and packing. 

	5
	Payment of a fair price
A fair price in the regional or local context is one that has been agreed through dialogue and participation. It covers not only the costs of production but enables production which is socially just and environmentally sound. It provides fair pay to the producers and takes into account the principle of equal pay for equal work by women and men. Fair Traders ensure prompt payment to their partners and, whenever possible, help producers with access to pre-harvest or pre-production financing. 

	6
	Gender Equity
Fair Trade means that women’s work is properly valued and rewarded. Women are always paid for their contribution to the production process and are empowered in their organizations. 

	7
	Working conditions
Fair Trade means a safe and healthy working environment for producers. The participation of children (if any) does not adversely affect their well-being, security, educational requirements and need for play and conforms to the UN Convention on the Rights of the Child as well as the law and norms in the local context. 

	8
	Child Labour
Fair Trade Organizations respect the UN Convention on the Rights of the Child, as well as local laws and social norms in order to ensure that the participation of children in production processes of fairly traded articles (if any) does not adversely affect their well-being, security, educational requirements and need for play. Organizations working directly with informally organised producers disclose the involvement of children in production. 

	9
	The environment
Fair Trade actively encourages better environmental practices and the application of responsible methods of production. 

	10
	Trade Relationships
Fair Trade Organizations trade with concern for the social, economic and environmental well-being of marginalized small producers and do not maximise profit at their expense. They maintain long-term relationships based on solidarity, trust and mutual respect that contribute to the promotion and growth of Fair Trade. An interest free pre payment of at least 50% is made if requested.  

	
	

	Section E
	Sales analysis.  This section gives BAFTS a simple breakdown of the types of fair trade product being retailed in the UK

	Question
	Note

	E
	Please provide the percentage by sales value that you sell for each of the categories.  These percentages should reflect the total sales for all of your retail outlets. Where you don’t have accurate figures to base your answers on, your best estimate is fine.  The numbers should of course add up to 100%

	
	

	Section F
	About your suppliers for your RETAIL activities (Retailers and DSR’s must complete this section)

	Question
	Note

	F1
	For the fair trade products you sell, please supply the following information. The form allows for 20 suppliers to be listed.  Please list suppliers starting with the most significant.  If 20 suppliers do not amount to at least 70% of your turnover then please supply details of additional suppliers separately.

All columns should be completed. 

	F2
	For the non fair trade products you sell, please supply the following information 

· The type of product you are buying

· Who you are buying from

· The percentage of your purchases that this represents

· An explanation as to why you have included these products in your range

	Section G
	This section is for DSR (Direct Sourcing Retailers only) and looks in detail at the producers you import from. 

	Question
	Note

	G1
	For the fair trade products you import, please supply the following information.  The form allows for 20 suppliers to be listed.  Please list producers starting with the most significant.  If 20 producers do not amount to at least 70% of your import turnover then please supply details of additional producers separately.

All columns should be completed. 

For DSR Producers it is important to identify the type of organization that each producer most closely resembles ie: 

Association, 

Cooperative, 

Private Business, 

Social Project, 

Other
AND how the products are produced ie:

Factory

Farm

Handcraft Centre

Home

Other

AND the date of your last visit to this producer

	
	

	Section H
	This section is about your retail outlets

	Question
	Note

	
	List the full details of all your retail outlets – copy this page if more than 3 outlets and state the total number of retail outlets you are applying for.

These details will be used to promote your fair trade outlets to the general public on the BAFTS website. Please complete accurately and do not give any home or private contact details. 


