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Standard-setting procedures 

[bookmark: _Toc102392946]1	Scope
This document defines requirements for the process of establishing and revising a forest management standard in Poland. These procedures shall be followed in connection with the development of new standards and during the five-yearly revisions within the Polish system.
[bookmark: _Toc102392947]2	Normative references
The documents listed below are essential for the application of this document. For dated and undated references, the latest edition (including all amendments) applies. 
ISO/IEC Guide 59:1994. Code of practice for standardization
ISO/IEC Guide No 2:1996. Standardization and related subjects - General terminology
PEFC ST 1001:2017 Standard setting - Requirements
[bookmark: _Toc102392948]3	Terms and definitions
For the purposes of this document, the definitions given in ISO/IEC Guide 2:1996 and the definitions given below apply.
3.1	Consensus
A general agreement characterised by the absence of sustained opposition by a significant proportion of those concerned on important issues, reached through a process of considering the views of all interested parties and bringing together conflicting positions. 
Note: Consensus does not necessarily mean unanimity (ISO/IEC Guide 2)
3.2	Editorial changes 
Changes to the system that do not change the substantive content. 
Note: These may include clarifications, guidelines and grammatical changes.


3.3	Enquiry version
Proposed document made available for public consultation. 
3.4	Final draft
Proposed document presented for formal approval to the PEFC Poland Council.
3.5	Normative document
A document establishing principles, guidelines or characteristics relating to different activities or their results.
Note 1: The term 'normative document' is an umbrella term covering documents such as standards, technical specifications, codes and regulations.
Note 2: 'Document' means any form of information recording.
Note 3: Terms and definitions describing different types of normative documents treat the document and its contents as one (ISO/IEC Guide 2).
3.6	Publicly available
Generally available to interested persons in any form and without the need for an application. 
Note 1: If information is only available on request, it is clearly indicated in the document that it is available on request. 
Note 2: Disadvantaged stakeholders may require special treatment: for example, access to paper documents shall be provided to those who do not have access to electronic media.
3.7	Revision
Introduction of all necessary changes to the substance and presentation of a normative document.
Note: The results of the revision shall be presented by publishing a new version of the normative document (ISO/IEC Guide 2).
3.8	Review
Activity of checking a normative document to determine whether it is to be reaffirmed, changed or withdrawn. (ISO/IEC Guide 2)
3.9	Stakeholder
A person, group or organisation with an interest in an area subject of the standardisation.
3.10	Affected stakeholder 
A stakeholder who might experience a direct change in living and/or working conditions because of the implementation of the standard, or a stakeholder who might be a user of the standard and therefore is subject to its requirements. 
Note 1: Stakeholders influenced by the norm include local communities, indigenous peoples, workers, etc. However, having an interest in the subject matter of the standard (e.g. NGOs, the scientific community and civil society) does not equate to being influenced by the standard. 
Note 2: A stakeholder who might be a user of the standard is likely to be a certified entity, e.g. a forest owner or forest manager in the case of a forest management standard, or a wood processing company in the case of a forest product chain of custody standard.
3.11	Disadvantaged stakeholder
A stakeholder who is or might be disadvantaged, financially or otherwise, by participating in the standard-setting process. 
3.12	Key stakeholder
A stakeholder whose participation is essential to the implementation of standardisation activities. 
3.13	Standard
A document, established by consensus and approved by a recognised body that provides, for common and repeated use, rules, guidelines or characteristics for activities or their results, aimed at the achievement of the optimum degree or order in a given context. 
Note: Standards shall be based on consolidated scientific results, technological knowledge and experience and aim to promote optimum benefits (ISO/IEC Guide 2).
3.14	Standardizing body
Body that has recognised activities in standardization (ISO Guide 2). 
Note: A standardizing body for a forest management system/standard is a body which is responsible for the development and maintenance of standards for the forest certification system. The standardizing body can be a PEFC National Governing Body or the standardizing body can be separate from the governance of the forest certification system.
3.15	Working draft
The proposed document, which is available for comment and voting on proposals within the working group. 
[bookmark: _Toc102392949]4	Standard-setting principles
The standard-setting process is governed by key principles such as: 
· Stakeholder engagement - opportunity for substantive participation in the process, open to all stakeholders through participation in working groups and public consultations. 
· Balanced representation - no stakeholder group shall dominate or be dominated in the process. While each party is free to decide on its own participation, the standard-setter shall endeavour to ensure that all relevant stakeholder groups are represented and shall take into account appropriate gender representation. 
· Consensus - norms are developed through consensus. Where possible, any sustained opposition to specific issues is resolved through dialogue. 
· Refinement - the periodic review of a standard aims to continually improve it and ensure that the standard continues to meet stakeholder expectations. 
· Transparency - relevant documents from the standard-setting process are publicly available, so stakeholders can follow what happens during and after the process.
[bookmark: _Toc102392950]5	Procedure for the establishment and revision of the PEFC standard in Poland
[bookmark: _Toc102392951]5.1. 	Standard-setting body 
5.1.1	The standard-setting body for the PEFC forest management certification in Poland is the PEFC Poland. The structure and functioning of the PEFC Poland Council is defined in the Rules of Procedure. To start the revision process, it is necessary to review the existing standards. This is done through stakeholder feedback and a gap analysis, which examines the consistency of the Polish PEFC standards with the latest international PEFC standards published by the PEFC Council in Geneva, as well as with other standards and research findings.
5.1.2	The PEFC Poland Office is responsible for announcing: the start of the revision process, opportunities for participation, consultations and results of the revision process. The office identifies organisations that may be potential stakeholders and officially invites them. It also organises working group meetings, takes minutes, drafts documents and submits revision application documentation to PEFC International. 
5.1.3	The development of the documents, in particular the PEFC-PL 1003 Standard Sustainable Forest Management - Requirements, follows the regulations and requirements of the PEFC document ST 1001:2017 Establishing Standards - Requirements. 
5.1.4	The establishment of a new standard or the revision of an existing standard shall define the objective of the work and take into account the results of expert opinions and scientific studies. 
5.1.5	Revision of standard-setting procedures in PEFC system shall be carried out by PEFC Poland Office on the basis of remarks submitted by the Board of PEFC Poland. Periodic revision of standard-setting procedures shall be carried out every five years. The revision process of the standard-setting procedures shall start before the end of the five year period.
5.1.6	For the supply chain certification of products containing forest and wood raw materials, the international standard PEFC ST 2002:2020 Chain of Custody of Forest and Tree Based Products – Requirements was adopted as the national, developing its Polish translation.  
5.1.7 	With regard to the requirements for certification bodies under the PEFC international supply chain standard, the international standard PEFC (PEFC ST 2003:2020) has been adopted as the national standard and a Polish translation has been developed. 
5.1.8 	With regard to the use of PEFC trademarks, the PEFC International Standard (PEFC ST 2001:2020) has been adopted as the national, international standard, developing its Polish translation.
5.1.9 	The revision of the Polish forest management standard in the PEFC system shall be carried out by the PEFC Poland Council through a working group established by the PEFC Poland Office. 
5.1.10	The PEFC Poland Office shall keep records related to the standard setting process. All documents and data shall be kept for at least five years. All records shall be available to interested parties upon request. 
5.1.11	 All relevant information on the standard-setting process shall be publicly available through the media, for example, websites, emails or newspapers. 
[bookmark: _Toc102392952]5.2 	Initiating standard setting/revisions 
5.2.1	The process of establishing/revising the standard shall begin within five years of the last approval of the Polish PEFC scheme by PEFC International. 
5.2.2	The commencement of the process of setting/revising the standard shall be publicly communicated by the PEFC Poland Office (e.g. website, press release). This communication shall contain information about the objectives, scope, work schedule and opportunities for participation. It shall also refer to the process of revision of the standard and encourage participants to comment on its scope and content and in due time (at least 4 weeks before the first standardization activity starts) put an invitation to participate in the process on its website and publish relevant information in the media to enable stakeholders to participate in a meaningful way. 
5.2.3	The PEFC Poland Office shall identify stakeholders, with particular emphasis on disadvantaged stakeholders associated with the objectives and scope of the standard setting work, who will be invited to submit a representative to the working group developing the draft standard. In the case of disadvantaged stakeholders, the PEFC Office shall consider any impediments to their participation in the standard setting activities.
5.2.4 	The identification of stakeholders shall be based on the nine main stakeholder groups identified in the Agenda 21 action programme at the United Nations Conference on Environment and Development (UNCED) in Rio de Janeiro in 1992. The stakeholder mapping shall therefore include at least the following groups: 
· forest owners and managers, 
· business and industry, 
· forestry entrepreneurs, 
· NGOs, 
· scientific and technological communities, 
· workers and trade unions. 
[bookmark: _Toc102392953]5.3 	Establishment of a working group 
5.3.1	The PEFC Poland Office shall appoint members to a working group which shall carry out the amendment process. 
5.3.2	PEFC Poland Office shall appoint members for the Working Group from the widest possible range of stakeholders such as forest owners, forest managers and forest land managers, organizations involved in production and sale of products containing forest products, entrepreneurs, consumer, environmental, youth organizations, local authorities and scientific institutions (see 5.2.3 and 5.2.4). The PEFC Poland Office shall make every effort to ensure that they are not discriminated against for ideological, social or economic reasons.  
5.3.3	The PEFC Poland Office shall send an invitation to stakeholders appointed to the Working Group. The invitation shall include: 
a) a set response time (minimum 2 weeks),
b) information on the objectives, scope and stages of the standard-setting process and its timescale,
c) information about opportunities for stakeholder participation in the process,
d) the proposal that stakeholders nominate their representatives to the working group. 
e) an invitation to comment on the scope and procedure for setting the standard, and
f) reference to publicly available standard setting procedures (on PEFC Poland website).
5.3.4 	On the basis of the submissions received, a working group shall be set up which is responsible for the activities related to the setting/revision of the standard. The working group shall: 
a) be available to directly or materially involved stakeholders,
b) have balanced representation and participation in decision-making by all categories of stakeholders related to the subject matter and the geographical scope of the standard, while taking into account balanced gender participation, so that one stakeholder does not dominate the whole process or be dominated in the process, and
c) include stakeholders with knowledge and experience related to the subject matter of the standard, stakeholders who will be materially affected by the standard and those who can influence the implementation of the standard. Stakeholders who will be materially affected by the standard shall make up a significant proportion of participants. 
5.3.5	The acceptance or rejection of the representatives' application shall be justified in terms of the requirement for balanced composition of the Working Group and available resources.
5.3.6	After the expiry of the notification period the PEFC Poland office shall inform stakeholders who joined the working group about the meeting at least two weeks before its scheduled date.
[bookmark: _Toc102392954]5.4.	Composition of the working group 
5.4.1	A working group shall have a chairperson and members. Each stakeholder who has subscribed to a working group shall nominate a representative and possibly a deputy.
5.4.2	The Working Group may decide to complete its composition once its work has started, at the request of its members. 
5.4.3	The Working Group may set up a Working Committee and invite experts or otherwise organise its work as it deems necessary. The working committee shall function within the working group. Invited experts may be present and speak at meetings of the Working Group, but may not participate in the decision-making process. 
[bookmark: _Toc102392955]5.5	Working group rules
5.5.1	The development/revision of PEFC documents shall take place independently of the certification and accreditation process, in an open, public and non-discriminatory manner. 
5.5.2	The work of the Working Group shall be organised in an open and public manner, i.e: 
a) draft versions shall be made available to all members of the working group/committee, 
b) all members of the working group shall have a real opportunity to be involved in the development or revision of the standard and to comment on draft versions, 
c) Comments and opinions made by a member of the working group shall be considered in an open and public manner, and proposed changes, their acceptance or rejection, shall be documented. 
5.5.3	Decisions of the working group during the drafting, public comments and comments on the draft version, as well as the decision to recommend the final version for final approval shall be made by consensus. To determine whether there is an objection, the Working Group may use one of the following methods: 
a) a face-to-face meeting with an oral yes/no vote; a vote by a show of hands for yes/no; a statement by the Chair that a consensus has been reached without a vote against (or without an objection expressed by a show of hands); 
b) a face-to-face meeting with a secret yes/no vote; 
c) teleconference with oral vote yes/no; 
d) teleconference with secret ballot yes/no (via web-based application);
e) an emailed request to the working group to agree or disagree when members submit a formal written response (vote), or 
f) a combination of the above methods.
5.5.4	Decisions of the Working Group will be adopted by a qualified majority with at least 2/3 of all members in favour and no more than ¼ of votes against. 
5.5.5	In the event of a negative outcome that represents a continuing objection to an important part of one of the relevant issues, the situation shall be resolved by the following mechanisms (or one of them):
a) discussion and negotiation on a controversial point within the working group in order to find a compromise,
b) direct negotiations between objecting and opposing stakeholders to find a compromise,
c) the dispute resolution process (e.g. arbitration).
[bookmark: _Toc102392956]5.6 	Public consultation 
The PEFC Poland Office shall organise public consultation on the draft version and ensure that:
a) the start and closing date of the public consultation was announced in accessible media at least one day before the start of the public consultation, 
b) A direct invitation to comment on the draft version was sent to each stakeholder identified as a result of the stakeholder identification with the aim of balanced participation of stakeholder groups, 
c) Invitations to key stakeholders and disadvantaged stakeholders were prepared so that the information reached the recipients and was in a form they could understand, 
d) a preliminary version was publicly available,
e) the public consultation lasted at least 60 days, 
f) all feedback received was considered by the working group in an objective manner, 
g) a summary of the comments received on substantive issues (with information on their inclusion or rejection) was publicly available, e.g. on the website, and was sent to each stakeholder who provided feedback.
[bookmark: _Toc102392957]5.7 	Approval of the standard
5.7.1 	The final version of the document, developed through consensus by the Working Group, shall be formally approved as a standard by the PEFC Poland Council by voting. The formally approved standard shall be published on the PEFC Poland website. 
5.7.2	Information about the change of the standard, after approval by PEFC Poland Council, shall be immediately sent to the Polish Accreditation Centre, accredited certification bodies recognised by the Council and all PEFC certificate holders. 
5.7.3 	The revised Standard shall be effective from the next certification audit, unless it includes a clearly defined adaptation period for some or all revisions. 
5.7.4 	Revised documents shall have an effective date and transition periods. The effective date shall be no later than one year after the publication of the new standards. 
5.7.5 	The transition period shall not exceed one year. Exceptions are allowed in justified special circumstances where more time is needed to implement the revised standards. 
5.7.6 	The standard shall include the identity and contact details of the body setting the standard, the official language of the standard and the date of approval. 
5.7.7	Within four weeks after formal approval the PEFC Poland office will correct any errors in the formally approved document and publish it together with the report on the website. In addition the publication of the approved document must be announced through appropriate channels.
[bookmark: _Toc102392958]5.8 	Handling complaints and appeals 
5.8.1	The PEFC Poland Office shall establish the following procedures for dealing with substantive or procedural complaints and appeals relating to standard setting/revising actions: 
a) provide the complainant with a written acknowledgement of the complaint or appeal;
b) to communicate the complaint handling procedure to the complainant;
c) to collect and verify all information necessary for the validity of the complaint or appeal, to assess impartially and objectively the subject of the complaint or appeal and to decide on the complaint or appeal;
d) to send the complainant a formal decision on the complaint or appeal;
e) making information about the complaint or appeal available to interested stakeholders
5.8.2	The PEFC Poland Office is the contact point for questions, complaints and appeals related to the process of standards setting/revisions. The documentation collected relates to receipt; acceptance/rejection, investigation, resolution of reported issues and communication with the complainant/appellant. 
5.8.3 	In order to ensure the proper functioning of the appeal procedure, the Board of PEFC Poland shall establish an appeal committee to deal with appeals, complaints and disputes.
5.8.4 	The appeal committee of PEFC Poland shall consist of the Chairman of the Board of Directors of PEFC Poland or other person authorised by him and 2-3 experts appointed by him, competent in the subject of the appeal, complaint or dispute under consideration. 
5.8.5	The procedure for consideration of an appeal, complaint or dispute by the Appeals Board shall not take more than 1 month. The applicant shall be immediately informed of the decision taken, by letter or e-mail. 
5.8.6	If the appeal committee of PEFC Poland conducts proceedings, it shall present a report of its activities together with the adopted decisions and proposed remedial measures at the General Meeting of PEFC Poland Council. Records of proceedings, remedial measures taken and their effectiveness shall be kept and maintained by the PEFC Poland Office. 
[bookmark: _Toc102392959]6 	Documentation 
6.1	In order to ensure transparency and public availability, all adopted drafts and documents approved by the PEFC Poland Board shall be published on the PEFC Poland website within four weeks of formal approval. The same applies to the report on the amendment process, in particular including information on the handling of comments on complaints and appeals.
6.2 	For the PEFC Council International approval process, the following documents shall be collected and retained for at least five years:
a) Description of the amendment process.
b) Public announcements, e.g. about the start of an amendment process, a seminar or a consultation period.
c) Minutes of PEFC Poland Council meetings.
d) Minutes of working group meetings.
e) Evidence of consensus, e.g. summary of controversial issues and their resolution
f) Documentation of comments, complaints and grievances received.
g) Proposal for transition periods for the implementation of new standards and procedures.
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