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Fair Wear Foundation – Work Plan 2011

Work Plan template for FWF Factory Members

The work plan is treated confidential. Only the member factory and FWF staff have access to the document.
The purpose of the work plan is to give an overview of the strategies and actions planned of your factory for the coming year in order to implement FWF’s Code of Labour Practice.   

Contact person

Name



Phone


E-mail


Address


Start date membership

Month, year


Yearly turnover

      Euro (please attach consolidated annual financial report, accompanied by an accountant’s assurance if available)

Organisational chart

Please insert an organisational chart of the company or factory

How many office employees and production workers (female, male) are present in each department? 
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Summary: goals for ____ (year)

Describe what you want to achieve in ___ (year) in terms of implementing the FWF Code of Labour Practices in your factory/factories. 

Responsibilities

Policy formulation & work plan Name, position
Production management Name, position
Monitoring & execution of corrective action plans Name, position
Complaints procedure Name, position
Training & capacity building Name, position
External communication Name, position
Information management Name, position
Evaluation & social report Name, position
Budget

The budget that is reserved for the execution of the work plan, including monitoring activities, training, staff time and other investments to improve working conditions. 
	NOTE: Under each question, please describe the current situation and the improvement plan for next year being member of FWF.


1. Production planning

Production planning & pricing

Describe the production planning strategy of your company and how do you negotiate with the buyers regarding lead time and pricing. 

Marketing and sales 

Describe the work of marketing and sales department, the ways for approaching new customers, the procedures and criteria of accepting orders. In case you work with an agent or you take sub-contract work, please describe how you work with the agent or the factory. 

Production cycle

Describe the production cycle and the project planning. List all satellite facilities, sub-contractors, homework situations, or any other locations where knitting, cutting, sewing, embroidering, printing, dyeing, ironing, finishing, marking, packing, or other preparation of finished garments takes place. 

Use and selection of subcontracts

In case you work with subcontractors, describe in what cases you use subcontractors, the percentage of work you subcontract and how you monitor the work of the subcontractor to ensure quality and timely delivery. Please also describe how would you inform subcontractors and ensure the implementation of FWF’s Code of Labour Practices. 

Please list your subcontractors in the attached subcontractor register.

Integration compliance policy and production decisions

Describe the way in which the outcomes of your compliance policy influence your production decisions.

2. Coherent system for monitoring and remediation 

Coherent system 

In case you have a system to continuously improve working condition (self-monitoring of the factory), describe the system and the labour standards the system is based on. If you do not have an internal monitoring system, describe the plan to establish such a system. 

Describe external monitoring activities by customers and governments and how the factory follows up to meet your customers’ requirements and legal requirements.  

Announcing the FWF Code of Labour Practices

Describe how and by whom your stakeholders such as workers, subcontractors and your customers are informed about the Code of Labour Practices.

Implementation of the FWF Code of Labour Practices

Describe how you implement the eight labour standards of the Code of Labour Practices in your factory.

1. Employment is freely chosen

Describe the recruitment and exit policy. Explain how the factory makes sure workers are not forced to work beyond legal stipulations.  

2. No discrimination in employment

Describe policy and practices to prevent discrimination among workers.

3. No exploitation of child labour

Describe the policy on how to prevent child labour and deal with child labour if it is found in the facility. 

4. Freedom of association and the right to collective bargaining

Describe how the factory ensures the right of organising is respected. 

In case there is workers representative organisation(s) in the factory, describe the formulation of the organisation and negotiation or dialogue between the management and workers representatives. 

5. Payment of a living wage

Describe how wages are calculated, paid and documented (including workers in all departments and all benefits or payment in kind), the system to update minimum wage requirements and estimate living wages, how workers are informed about issues regarding wage. 

Please list estimated monthly wages in the table below: (please add more rows if there are more departments in your factory.)

	Department
	Basic wage
	Overtime compensation
	Total wage
	Legal minimum wage
	Estimated living wage (please indicate the source of information)

	
	
	
	Male
	Female
	
	

	Cutting
	
	
	
	
	
	

	Sewing
	
	
	
	
	
	

	Ironing
	
	
	
	
	
	

	Packaging 
	
	
	
	
	
	

	Quality control
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


6. Reasonable hours of work

Describe how overtime work is decided, announced, carried out and documented. Describe how the factory ensures overtime does not exceed the requirement of the Code of Labour Practices and local labour law. In case overtime exceeds the requirement, describe the plan to reduce overtime. 

Please list estimated average weekly overtime in the table below: (please add more rows if there are more departments in your factory.)

	Department
	Average overtime in low season (hrs)
	Average overtime in peak season (hrs)
	Local requirement (hrs)
	Plan to reduce working hours if above legal limit

	Cutting
	
	
	
	

	Sewing
	
	
	
	

	Ironing
	
	
	
	

	Packaging 
	
	
	
	

	Quality control
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


7. Safe and healthy working conditions

Describe what measures the factory has taken to ensure health and safety regarding fire safety, chemical safety, electrical safety, machine safety, noise, dust and ergonomic.

8. A legally binding employment relationship

Describe when and how the factory signs employment contract with workers. Describe the percentage of the workforce covered by social insurance and commercial insurance. 

Execution of Corrective Action Plans

Describe how you execute corrective action plans (CAPs)
, what kind of support you expect from your customers. 

Involvement of workers

Describe how workers are informed, consulted about and involved in the process of improving working conditions.

Role of agents

In case you work with agents, describe how you communicate with the agent and/or the customer (brand/company) on improving working condition.

3. Complaints procedure 

Describe the grievance/complaints procedure in your factory, how many complaints you received last year and give an example on how you deal with the complaints.  

4. Training and capacity building

Describe in what way and by what means staff are informed about FWF membership. Describe what training is provided to staff members who are involved in human resource management and / or other activities to improve working condition.

5. Transparency
Describe how the general public will be informed about your FWF membership and the outcomes of the activities in the work plan. 

6. Other activities on Corporate Social Responsibility

If applicable, describe other activities in the field of corporate social responsibility.

� CAPs (Corrective Action Plans) contain the findings, requirements and recommendations of monitoring activities. It could come from your own monitoring activities; it could also be the results of external audits. In case of FWF audits, the audit team and/or the customer (brand/company) discuss findings and makes time-bounded plans for factories to follow up.   
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