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	For office use only

	
	
	Ethical Risk*
	

	
	
	Risk rated by  
	Date:

	
	
	EIRIS checked?
	

	
	
	* Purchasers see intranet for process

	OXFAM GB SUPPLIER QUESTIONNAIRE

	Thank you for taking the time to complete this questionnaire, we ask all our suppliers to do this. The form should be completed by a senior manager responsible for governance and ethics. To view the Oxfam Ethical Purchasing Policy and Code of Conduct for Suppliers and to download this questionnaire, visit our website at www.oxfam.org.uk/suppliers.

	Oxfam staff member you have main contact with:                       Send the completed form to this person.

	Name


	Department
	Office location

	PART A: About your company

	1. Name of the company and any parent or subsidiary:

	

	2. Name and position of person responsible for governance/ethics: 

	

	3. Name and position of person completing this questionnaire if different from above:

	

	4. Contact Details:

	Company address

	Telephone number:                                                             Fax number:



	Email address:                                                                    Website:



	5.     Location of other operational sites and their functions with approx number of employees:

	
	
	

	
	
	

	6.     Type of product or service you supply, or might supply, to Oxfam GB: 

	

	7.     Company’s main customers:

	

	8a.    How many people does the company employ? _______ 8b. Approx % of women: _______%

	9a.    Do you use homeworkers in any part of your business?          FORMCHECKBOX 
Yes      FORMCHECKBOX 
 No     

	9b.    If Yes, approx how many?  _______       9c. 
What processes do they carry out?

	

	10.    What is the legal status of the company supplying Oxfam?

	 FORMCHECKBOX 
 public limited company      FORMCHECKBOX 
 private company limited by guarantee      FORMCHECKBOX 
 partnership     

	 FORMCHECKBOX 
 sole trader                         FORMCHECKBOX 
 not-for-profit organisation                         FORMCHECKBOX 
 government agency     

 FORMCHECKBOX 
 other

	11a.  
Company turnover in £ or local currency __________   11b.  Turnover of the part of the business that would supply Oxfam £__________     11c.   Oxfam business as a % of 11b if known. __________

	PART B: Operational Standards

	12.  
Does the company have any of the following policies/statements?    If Yes, please attach a copy.

	 FORMCHECKBOX 
 quality        
 FORMCHECKBOX 
 health & safety            FORMCHECKBOX 
 equal opportunities         FORMCHECKBOX 
 training and development

	 FORMCHECKBOX 
 company ethics      FORMCHECKBOX 
 environmental management      FORMCHECKBOX 
 diversity            FORMCHECKBOX 
 social objectives

	13a.
Are employees free to join or form a trade union?
 FORMCHECKBOX 
Yes      FORMCHECKBOX 
 No     

	13b.  Do any employees belong to a trade union? 

 FORMCHECKBOX 
Yes      FORMCHECKBOX 
 No      

	13c.  Please specify any trade union/s you recognise for the purpose of collective bargaining: 

	

	14.  Are any other forms of representation used? If so, give details below.

	 FORMCHECKBOX 
 staff association     
  FORMCHECKBOX 
 works council     

   FORMCHECKBOX 
 elected Health and Safety Committee 

	 FORMCHECKBOX 
 workers co-operative
 FORMCHECKBOX 
 employee share ownership    FORMCHECKBOX 
 other
         

	

	15.  How do you ensure employees are aware of their rights?

	 FORMCHECKBOX 
 written contracts     FORMCHECKBOX 
 employee handbook        FORMCHECKBOX 
 staff notice boards      FORMCHECKBOX 
 Intranet     FORMCHECKBOX 
 other

	16.   Please indicate ways in which you consult employees about decisions which affect them, and get
their feedback or ideas

	 FORMCHECKBOX 
 meetings
  FORMCHECKBOX 
 surveys 
 FORMCHECKBOX 
 suggestions box  
 FORMCHECKBOX 
 other   


	17a. How much do the lowest paid workers earn in relation to the minimum wage? 

	

	17b.  Is anyone paid piece rate?      FORMCHECKBOX 
Yes      FORMCHECKBOX 
 No     

	18.    What are the normal weekly working hours for employees?    ________

	19a.  Is overtime voluntary?    FORMCHECKBOX 
Yes      FORMCHECKBOX 
 No      FORMCHECKBOX 
 Sometimes    FORMCHECKBOX 
 Not applicable ie no overtime worked

	19b.  Is it paid at a premium rate? FORMCHECKBOX 
Yes      FORMCHECKBOX 
 No     FORMCHECKBOX 
 Time off in lieu given   FORMCHECKBOX 
 depends on employee

	20.    What is the youngest age at which someone can be employed by the company? ________

	21.   Does the company have any recognised Operational Standards for products supplied to Oxfam?

	 
	Quality  

eg ISO9000
	Environment  

eg ISO14001
	Labour 

eg SA8000
	Training 

eg Investors in People

	certified to:
	
	
	
	

	working towards:
	
	
	
	

	Other standards:

	22. 
Were any Health & Safety risk assessments carried out last year?     FORMCHECKBOX 
Yes     FORMCHECKBOX 
 No    Give details

	

	23.   Has the company had a labour standards audit carried out?    FORMCHECKBOX 
Yes      FORMCHECKBOX 
 No     Give details

	

	24.   Is your company committed to achieving the labour and environmental standards in Oxfam’s Code of Conduct for Suppliers?
 FORMCHECKBOX 
Yes      FORMCHECKBOX 
 No     


	PART C: Sourcing from your suppliers 

	25.
Which of the following do you assess suppliers against?

	 FORMCHECKBOX 
 quality        FORMCHECKBOX 
 financial         FORMCHECKBOX 
 labour         FORMCHECKBOX 
 production        FORMCHECKBOX 
 management          FORMCHECKBOX 
 environment

	26a.
Do you have a Policy/Code of Conduct for sourcing goods/services?   FORMCHECKBOX 
Yes      FORMCHECKBOX 
 No     

	26b.  If Yes, does it include standards relating to:   FORMCHECKBOX 
 labour?    FORMCHECKBOX 
 business ethics?    FORMCHECKBOX 
 environment?   

	Please attach a copy.

	27.
How do you assess suppliers?
    FORMCHECKBOX 
 questionnaires
    FORMCHECKBOX 
 visits       FORMCHECKBOX 
 audits    Please give details.

	

	28. 
Do you subcontract/ outsource production of goods or services?   FORMCHECKBOX 
Yes     FORMCHECKBOX 
 No   If yes give details.

	

	
29.    List the locations (areas/countries) of your key suppliers and give an outline of the supply chain for the products or services relevant to Oxfam, or attach a supply chain map.  Include any homeworkers.

	

	30.    Is your company committed to assessing labour and environmental risks in your supply chain? 

	 FORMCHECKBOX 
Yes      FORMCHECKBOX 
 No     

	PART D: Continuous improvement 

	31.   What progress has your company made this year relevant to the standards in Oxfam’s Code of Conduct, and what will you do you next year?

	a) In your company
	Progress



	
	Plan



	b) In your sourcing

    from suppliers
	Progress



	
	Plan

	Name: 


Signature:



Date completed:




	NB There are some industries Oxfam has run campaigns on to highlight the harm they can cause to poor communities. If your company, or any parent or subsidiary, has any involvement with production of sales of weapons, infant formula or pesticides, please tell your Oxfam contact.

	Examples of continuous improvement plans suppliers have sent which are acceptable to Oxfam: 

	a) In your company
	Make a written statement of intent to show our Company’s policy and publish our code of conduct

	b) In your sourcing

    from suppliers
	Write to our suppliers and explain the value of this process and encourage them to respond with a statement of intent

	

	a) In your company
	

	b) In your sourcing

    from suppliers
	Produce a Supplier Questionnaire to include labour standards



	

	a) In your company
	We think we comply with your code of conduct



	b) In your sourcing

    from suppliers
	Each supplier will be made aware of your code of conduct

	

	a) In your company
	We are a small company formed out of a larger one. We do adhere to an unwritten code of ethics by buying Fair Trade supplies and recycling paper, print cartridges etc.

We have carried out a Health & Safety risk assessment and are in the process of establishing a written policy document.

	b) In your sourcing

    from suppliers
	We are keen to work towards Oxfam’s Code of Conduct and will welcome help in doing so.


PAGE  
Supplier Questionnaire, August 2004, Version No 003                                                                                          Page 1 of 4

