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Introduction

1. Introduction

trustea,thelndiasustainableteaprogramisaninitiativeofthelndianteaindustrytodevelopand
implementasustainability codeforthelndiandomesticmarket. Thisinitiativetotransformthe
Indian tea industry is based on industry realities and globally accepted core sustainability
principles. Thismeaningful, cost-effective and practical codeisrootedinrealities ofthe Indian
teaindustryaswellasitsdomesticmarket.

Itisenvisionedthatcompliance withtrustea Codewillnotonlyimprove competitivenessfortea
farms, but also make it possible for them to comply with national regulations,
international sustainability standards. Verification under the code provides consumers with
the assurance of responsible production, and provides producers the opportunity to credibly
demonstratethisto theircustomers.

Thelndia-specifictrusteaCodehasbeendevelopedfromtheindustry,bytheindustryandforthe
industry.

Effective code implementation will provide sustainable tea to a rapidly growing community
of discernibleIndianteaconsumers.

IDHactsasthe programcoordinator.ltaimstoconvenekeystakeholdersintheindustryinclose
collaboration with the Tea Board of India to drive behavioral change in the Indian tea industry
andinstitutionalization of sector-widecooperation.




2. The purpose of the document:

This audit protocol specifies requirements for certification bodies, auditors, internal
auditors, internal documentation system (IDS), managers and other interested parties on
procedures for trustea audit. Observance of these requirements is intended to ensure that
certification bodies operate the management system of trustea verification in a competent,
consistentandimpartial manner, thereby facilitating the recognition of such bodies and the
acceptance of their certificates.

The purposes of the trustea audit protocol are as follows:
1 ExplainthestructureandprocessofverificationaccordingtothetrusteaCode

1 Provideguidancetotheproducersandfactoriesaswellasteapackersontheproceduresto
befollowed.

1 Laydowntherulesofachievingandmaintainingverifiedstatus

1 Elaborateontheauditprocessanddifferentauditcyclespertainingtotrustea

1 Describegeneralrulesoffarmandgroupverificationprocedures

1 Laydowntheconditionswhichnecessitatewithdrawalofverifiedstatus

1 Laydownproceduresforsegregatingtrustea-verifiedteafromthenon-verifiedtea

1 Describe proceduresforapprovingcertificationbodies(CBs), therequired qualifications
of theirleadauditors,auditorsandthereportingobligationsforCBs.

1 Laydowntheprocessbywhichafarmoragroupcouldaddorremovememberswithinthe
verifiedfacility

ThetrusteaSecretariatandthetrustea Programme Committee (TPC) havethe overallauthority for
issuing and amendment of the content and requirements stated in this document.




Abbreviations

Full Name Abbreviati
on
Bought Leaf Factory BLF
Certification Body CB
Code Development Committee CDC
Control Points cpP
Estate Factory EF
External Verification Audit EVA
Farm Support Centres FSC
Internal Audit 1A
Internal Documentation System IDS
Mandatory Control Points MCP
Monthly operation Meeting MoM
Minimum Wage MW
Other Control Points ocCp
Pollution Control Board PCB
Provident Fund PF
System Assurance Audit SAA
Self Help Groups SHGs
Small Tea Growers STGs
Trustea Advisory Committee TAC
trustea Programme Committee tPC
Verification Certificate VC
Verified Organisation VO
Zero tolerance Control Points ZTCP
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VERIFICATION SCHEME FORTRUSTEA: QDCI

GENERAL REGULATIONS, PART 1, VERIFICATION PROCESS

1 General

1.1 Purpose
To ensure an objective assessment and verification of adherence to trustea requirements at
the tea estates, Bought Leaf Factory (BLF)andsmallteagrowers, andto promote uniformityin
the operation of the verification scheme and the interaction between the certification bodies
(CBs)andtheclients(teaproducers, teafactoriesandsmallteagrowers) seekingverification.

1.2  Scope

1. Organisations opting for a trustea Verification Certificate can be single estates, multiple
estates of a single owner, Bought Leaf Factories (BLFs) and their associated producer base,
multi-site operators with multiple estates, amixof estatesand BLFs, tea processorsand their
associated producer base.

2. trustea verification covers all land managed or used by the Verified Organisation in
conjunction with tea production, whether owned, rented or leased. This explicitly includes,
butisnotlimitedto:

a) Teagardens

b) Fallowlands within property limits

c) Infrastructure within the property limits, including but not limited to housing, roads,
offices, warehousesand storerooms

d) Owned or leased infrastructure outside the property but closely connected to the
activities covered in the scope, e.g. collection centers.

e) Processing or packaging plants covered undertrustea audits

f) All workers working on the farm, regardless of their category (permanent, temporary,
aswellasthebonafide dependentswho liveinside the farm.

2 Registration and Acceptance of Organisations

2.1 Verified organizations must meet the following criteria:

1) Theymustbealegal entity

2) They must run asingle internal documentation system (IDS) for all producers, estates,
BLFs (including their associated producer base)that will beincluded inthe scope of
the trusteaVerification Certificate.

2.2 Registration with the trustea Scheme

Organisations may apply to register with the trustea Secretariat through its website, by sending an
email to support@trustea.org The website will have all relevant material for registering with the
trusteaSecretariat. The applicants will also get alist of Certification Bodies (CBs) empaneled with trustea
Secretariat. Applicants need to submit a complete registration form to the trustea Secretariat (via
above address or e-mail address), containing all required information. The Registration form can be
foundonlineat [http://www.trustea.org]

7
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OncethetrusteaSecretariathasreviewedtheapplicationformforcompleteness, itwillissuea
unique clientnumber, which willbe used asanidentifierforall verification activities.

Once registered with trustea Secretariat, the Organisation can download the trustea code
book, implementation guideandothersupportingdocuments.Incasethe Organisationneeds
support,itcancontactimplementing Partners-supported trustea FarmSupportCenters(FSC)
located in Assam (Tinsukia), West Bengal (Siliguri) or Tamil Nadu (Coonoor) foran orientation
programme on the use of the Implementation Guides inthe process of conducting an internal
audit.

Registered Organisations mustinformthetrustea Secretariat (andiftheyalready hold a Verification
Certificate also the CB) about any change inthe registration information within six weeks of the
change. Special rules apply for change of scope and change of name, location and ownership of the
organisation (seesectionNo0.4.7 &4.8)

3. Assessment Process
3.1  Typesof Assessments and Assessment Cycle
1. Typesof Assessment: Therearethreetypesof Assessmentsinthetrusteascheme:

a) External Verification Audits (“External Audits”): The assessments that check
an Organisation's compliance with the trustea Code verification requirements
in order to get a Verification Certificate, carried out by a Certification Body (CB)
everyotheryear (startingfromyear1,thenyear3etc.)

b) Internal Audits (“Internal Audits”): The verified organisation's annual formal self-
assessment against thetrustea Code Verification Requirementsduringtheyears
notduefor externalverificationaudit.

c) System assurance audit (SAA) : Assessments by trustea Secretariat by engaging
external auditors who are not empaneled with Secretariat for carrying out
regularverificationaudit.

i) evaluate continued adherence to the trustea code norms by the verified
organisations,

ii) checkingthe quality of verificationaudit done by the concerned CB or

i) checking a specific issue at a verified organisation outside the regular
auditschedule,suchas suspicion of non-compliances.

Systemassuranceauditwillbemanagedbythetrusteasecretariat,andarandomsample
of verified estates or BLFs and their associated supply base shall be selected for the
audit.
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Assessment Cycle: Under the trustea scheme, verified organisations are audited once a
year. Audits alternate betweenexternalandinternalaudits: Years1,3,5etc.areaudited
externally, years 2, 4, 6 etc. internally. Before the first external verification audit, the
organisation is required to conduct gap assessment with the help of FSC. The gap
assessmentisfordiagnosticpurposesanddoesnotyetleadtoverification.

3.2  Scope of Assessments and Verification Requirements

3.2.1.

3.2.2.

3.2.3.

3.2.4.

Extent:

All External and Internal Audits will cover the entire operation of the Verified
Organisation that will be covered by the Verification Certificate, and are to conform
compliance with the entire trustea Code (i.e. all applicable mandatory and other
control points). Controlaudits may befull or partial (see3.7.1)

Assessments shall include visits to all key components of the operation, at a minimum

a) Tea growingsites

b) Teastorageareas

c) Factories (ifany)

d) Worker housing, sanitation, medical facilities, creches and primary education for children,
(if any)

Content of the Assessment: All Assessments need to check:

a) That the Verified Organisation's registration information, as held by the trustea
Secretariat,iscomplete, currentandaccurate

b) The Verified Organisation's internal documentation system (IDS)

c) That the Verified Organisation, and all its sub-entities in case of a group, conform
tothetrusteacode itselfand achievetherequiredlevel of compliance

d) Review oftheresults of the previous assessment, especiallyany non-conformities
e) Handlingand disposal of non-conforming products, ifany

f) Redressalof complaints, if any.

Minimum length of audit period:

The period of audit (number of days to be devoted for verification audit) shall vary
according the size of the organization (area under tea and the number of workers
employed). However, the minimum number of days shall not be less than the one
indicatedinthetable below:
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3.24.1 Sl. No. of Workers Tea garden Audit man days
No. | (Temporary + Permanent) Area (in Ha)
1. | Upto 100 Upto 50 1
2. | 101 to 500 51 to 250 2
3. | 501 to 1000 251 to 500 3
4. | 1001 to 2000 501 to 1000 4
5. | Above 2001 Above 1001 4

3.2.4.2. No. of STGs to be verified and the minimum number of audit days in the
case of BLFs or Estate factories sourcinggreenleaffrom smallteagrowers.

3.2.4.3. Group Verification :

Audit Man days
;I('). No. of STGs 59. root For For STGs Total
Factory
1. Upto 50 0.5 1 1.5
2. 51 to 200 14 0.5 2 2.5
3. 201 to 400 20 0.75 2.75 3.5
4, 401 to 1000 31 0.75 4.25 5.0
5. Above 1001 31 0.75 4.25 5.0

While random sampling by square root method for

identification of the growers for verification audit the small growers owning
less than 10.12 ha are to be separated from the large growers owning more
than10.12 haasthelattertocomply with PLA.

3.2.5. Interviews:

Assessments shallinclude interviewsin order toidentify potential issues to be followed
up during the course of the auditand triangulate information gathered throughout the
Assessment.Intervieweesshall,ataminimum, comprise:

a)
b)
0
d)
e)

Smallholderfarmers,ifany

Both permanentandtemporaryworkersinfieldandfactory,ifany
The Verified Organisation'strustea officer

Arepresentative ofthe seniormanagement
Another two appointed Responsible Persons for two of the following key
aspect of the operation: product quality and safety; worker health and safety
and labour rights; pest management; environmental protection.
Atrade unionrepresentative, ifany
the welfare officer, ifany
amember ofthe medical staff, ifany

10
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50% of interviewees shall be women and women should be interviewed by female auditors.

Interviewees should be selected by the auditors only and non-management interviews
should take place where the interviewee feels comfortable and not in the presence of
management.

Interviewees for b should consist of a variety of roles, such as pluckers, drivers, security
guards, sprayers, and maintenance workers from across different sections of the
organization. The sample from these groups should also include workers from high risks
categoriessuchasyounger,older,injured,and pregnantandnursingmothers.

3.2.6. No. of persons to be interviewed :

Depending on the number of workers engaged in the organisation, the minimum number of
persons to be interviewed shall not be less than the ones indicated in the table below;
Workers should be interviewed both individually and in groups

Audit Number Individual Total
man of interviews employees
day workers Interviewe
(excl. management) d
1 1-100 6 10
2 101-500 6 26
3 501-1000 12 42
4 1001- 20 52
2000
Above 2000 workers
is capped at 4 man
days, but can be
increased at the
discretionofCB

Interviews should at least last 5 minutes per interviewee. With the exception of senior
management staff, it should be made clear to interviewees that their identity will be kept
confidential and information they provide will not be attributabletothem.The Auditorshall
document, fortheirinternalrecordsonly, allinterview partnerswithnameand position; time,
date and duration of the interview; a few notes from the interview; and for c) to e) signature
of the interviewee.

3.2.7. Opening and closing meeting:

External Audits shall start with an opening meeting with Senior Management of the VO. In the
absence of the Senior Management, it could be with the designated trustea officer of the VO. On
completion of the assessment a closing meeting shall be held with senior management and non-
conformities identified during the assessment if any should be reviewed. In case of internal Audits
itshallbe withseniormanagement.

11
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3.3

3.4

A

QAC

Notes from the opening and closing meeting shall be included in the Assessment
documentation and it shall be signed by a representative of the senior management or the
trustea Officerasthe case maybe.

Internal Documentation System (IDS)

1. Verified Organisations must have an Internal Documentation System (IDS). An IDS is
an information managementand record keeping system by the verified organization
which can demonstrate to auditors thatits management controls cover all processes
that are subject to trustea rules. If the Verified Organisation comprises a group of
entitiesthenitmustruntheIDSonbehalfofallofthoseindividual entities.

2. If the Verified Organisation is a group of entities or individual farmers, the IDS shall comprise as a

minimum:

a) An organogram or explanation of how the group is organised, with roles and
responsibilities of key staffand governance structuresforthe group

b) Approval of new members

c) Documentingatany pointintime (a) which entities or farmersareincludedinthe
Verified Organisation and (b) what production areas and processing facilities are
included;

d) Individualmembers' deliveriesand sales of the Verified Organisation

e) Group memberrecord keepingrequirements

f) Records of Internal Audits; and
q) Internal mechanisms fordealing with non-conformities with the trustea Code, sanctionsand
appeals.
3. In the case of groups, farmers and estates of a considerably different production

system (in size, nature or geography) can be covered under the same IDS but shall
be audited in sub-samples with homogenous attributes.

4. Duringthe Assessmentthe Auditor shall satisfy him or herselfthatthe IDS:

a) Existstothe extentofthe above minimumrequirements
b) Iswell-managed and up-to-date
c) Contains accurate, unequivocal information that is internally consistent and

in line with the information that the Auditor observes in the Verified
Organisation'soperationsthroughouttheaudit.

Compliance with the trustea Code
1. Checklist:

CBs and verified organisations shall use checklists, based on the full trustea Code,
for all their trustea Assessments.ThetrusteaSecretariatmayfromtimetotimeissueits
own checklist, plusrulesforthe use ofsuch checklists (e.g. whether its use is mandatory
orforguidanceonly).

12
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2. Types of Control Points:

The trustea Code has three types of Control Points (CPs) highlighted in different
colours withinthe code as under:

1. Zerotolerance (ZTCP) - highlighted in red colour

2. Mandatory (MCP)-highlightedinambercolour

3. Other CPs (OCP)-highlightedin green colour

Compliance levels are based on progressive improvement over three yearsin
eachsectionasfollows: Year1:100%ZTCP +MCP & 50% of OCP

Year2:100% ZTCP + MCP &

65% of OCP Year 1: 100%

ZTCP+MCP&80%0fOCP

3. Sections:
For assessing compliance, the chapters of the trustea Code are grouped into
four sections as follows:

Sectionsl: Chaptersland2
Section Il: Chapters 3to 6

Section lll: Chapters 7to 9
Section IV: Chapters 10 and11

The minimum compliance levels for the Other CPs of 50%, 65% and 80%, respectively,
need to be met per section. Anorganizationthatfailstomeetthe minimum compliance
level in one section cannot be verified. The total compliance percentage points
(Mandatoryand OtherCriteria)inyear 1 mustnotbelessthan82%, inyear 2 : 88% and in
year 3:93%. Further, there will be 0.5 marks for minor non compliances if the auditors
can assure that the unit is progressing towards full compliance. An organisation that
fails to comply with the ZTCP shall not be eligible for VC for one year from the date of
verificationauditscored.

4. The trustea Scoring Policy:

On the Checklist, (see sub section 1 of section 3.4) compliance with each CP is

marked as follows

a) Mandatory CPsareeither 'pass',scored with1;or'fail’,scored with0.Thereisno
partial fulfilment of mandatory CPs, i.e. 0.5 marks cannot be. Anything but full
complianceisscored as 'failed' in case of a mandatory CP (see the table below for
reference).

b) Other CPs can be 'fully met', scored with 1; 'partially met' (in case of a minor non-
conformity,see4.4.1), prorataas pertheapplicable sub-criteria points; or 'failed'
(incase ofamajornon-conformity), scored with 0 (see table below for reference).

c) Not Applicable: If a CP, mandatory or other, is not applicable for the Verified
Organisation's operation, then this is indicated in the comments column (see
the code booklet), along with the reasons or evidence for non-applicability.
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d) Non-applicable CPs are excluded from the calculation of compliance levels.

Audit finding Score (Mandatory CPs) Score (Other CPs)

Compliance 1 1

Minor non-conformity 0 02 or 0.25 or 0'3_3 for
each of the applicable
sub-criteria point

Major non-conformity 0 0

Not applicable

Taken out of overall
numbers with explanation

Taken out of overall
numbers with explanation

Total score:

Scores for all mandatory CPs and all other CPs will be added up separately. Dividing
this sum between the numbers of applicable CPs of the trustea code will be used to
arrive at percentage compliances for mandatory and other CPs. The auditors will
checkontheapplicability of all control points.

Evidence and comments shall be provided for each CP and must be suitable to enable
the audit trail to be reviewed after the event, and will include details of references
taken during the audit. During all assessments, auditors must make records of the
evidenceseenforallapplicable CPs

3.5 External Verification Audit

1.

The Organisation'schosen Certification Body (CB) will conduct the External Audit.

In case of group verification, the CB audits a sample of group members, as described in
Clause11.2 of Part2 of the General Regulations.

The first External Verification Audit shall take place only after all necessary corrective
actions from the Gap assessment have been closed out and the VO has been issued
with gap closure certificate. The CB shall share with trustea secretariat the audit plan
at least two weeks prior to the proposed date of audit and obtain confirmation that
theentityisholdingthe gapclosure certificate.

3.6 Internal Audit

1.

General: An Internal Audit must be carried out at least four weeks before the expiry of
twelve monthsfrom the date of issue of the verification certificate. It willbe carried out
asaself-assessmentundertheresponsibilityof the verified organisation.

The self-assessment shall be against the complete checklist

In case of group verification a minimum of one inspection must be carried out every
year against the full checklistforeachmemberofthegroup.

14
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2. Informing the Certification Body and the trustea Secretariat:

The organisation shall notify the CB, copying the trustea secretariat, of the planned
internalauditdate and auditplanatleastoneweekbefore thestarting theaudit. Once
completed, the completed checklists must be submitted to the organisation's CB,
copyingthetrusteasecretariat, withintwo months.

2a. The concerned CB on receiving the internal audit report shall review the same and inform
theorganisationasto theacceptanceorotherwise ofthereportandtheSecretariatshall
be kept informed to that effect. In the event of internal audit report was found to be
not acceptable, (not reaching the minimum score required for the given year) the CB
shall advise the organization to carry out the required corrective actions and submit
the reportwithinthespecified time period.

2b. Failure to carry out internal audit within due time and forward the internal audit report
to the CB within two months orifthe internal auditis delayed more thanthree months
fromtheduedate, theverificationcertificate shall be withdrawn by the CB.

3. Internal Auditors:

— Internal Audits are self-assessment which must be carried out by qualified
internal auditors.

— Internal auditors shall have at least the following qualifications:
1. Three years of experience in the tea industry or qualified auditor of
any ISO management system.
2. Having qualified trustea audit or internal auditors’ trainings.

(Formal internal auditors training by IP or TS will be) as mandatory criteria
In absence or non-availability of an internal auditor, the verified unit may subcontract their
internal audit to an external trustea approved certification body, different from the CB
responsible for the external verification audits. The cost would be borne by the verified unit. **

4, FirstInternal Audit/ GAP Audit:

The first Internal Audit / GAP Audit shall be conducted within one month after
registration with trustea (i.e. one month after receiving the unique trustea number).
No External Audit may be conducted before all corrective actions from the first
Internal Auditare closed out.

** Subject to consideration of exceptional situation 15
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3.7  System Assurance Audits (SAA)

1.

The trustea Secretariat may at any time carry out System Assurance Audits, and on
annual basis the trustea Secretariat will select a random sample of verified
organisations in which to conduct System Assurance Audits. System Assurance
Audits may also result from complaints to the trustea Secretariat or CB about the
certificate holder byrelevantstake holders.

System Assurance Audits can be:

i. Full (against the entire trustea code and covering the entire verified
organisation) or partial (against parts of the trustea code of limited to certain
parts or aspects of the Verified organisation's operation); and

i, Announcedorunannounced.
System Assurance Audits can take two forms:

i. Non-Programmed Audits: independent re-audits carried out by the trustea
Secretariat or its appointedauditors

i, Shadow Audits: a regular external or internal audit that is accompanied by a
trustea officer orappointed agent.

System Assurance Audits can also result from complaints about the certificate holder
by otherpartiestothe CB, e.g.thegovernmentor NGOs.

The timing for System Assurance Audits must keep in view the Production season to
coincide the visit with pluckingtimeasfaraspossible.

Any non-conformities will be treated like non-conformities found in regular auditsand
the same processes, time linesand consequences apply as for non-conformities found
inregularaudit.

Cost for the System Assurance Audit (SAA) will be built into the fees payable to the
regular audits for CBs

For the audits done by trustea Secretariat there won’t be any fees chargeable to
the entity.

Mandatory for all verified entities to comply with the SAA notice as this is an
integral part of the whole trustea process.

Non-adherence to the same may be considered as an indication of ongoing non-
compliance to the code requirements which may lead to the suspension of the
trustea Certificate for that entity.

* Subject to force major

3.8  Audit Timing and Team Composition

1.

Audit timing:

Thetimingforall Assessments (Internal, External and Control) should take place during
active production and when both permanent and temporary staff are available for
interviews

16
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Timings and date of External Audits shall be fixed with the consent of the applicant
organisation ensuring that normal operations will be open for witnessing during the
planned Audits.

Alternative timing options may be followed where audit during production time is
not possible, however this should be avoided and appropriate justification should be
documented and maintained by the CB. Where audits take place outside of
production, this should be noted in the audit report along with a summary of the
impact on the audit. Practically, audit of records and visual evidence requires that the
audit musttake placeasclosetoharvestaspossible, forthe evaluatorstoverifyasmany
control pointsaspossible. If an External Audit takes place outside of production time,
the next External Audit must take place during production and assess any CPs that
couldnotbeevaluatedinthe previous External Audit.

Audit team composition:

The Certification Body shall communicate the composition of the team of auditorsand
duration of Audit to the trustea Secretariat and the applicant at least three weeks
before the planned audit date. Where the audit man days are two and more, the audit
team shall consist not less than two auditors CBs shall endeavour to include female
auditorssothatwomanworkersareinterviewed only bythe female auditors.

Appeals against audit timing and team composition

Until two weeks before the planned audit date, the applicant may raise any concerns
about timing or the assigned auditors (e.g. suspected conflict of interest) in writing to
both the trustea Secretariat and the CB explaining in detail the nature of their
concern, along with any evidence. The normal appeals procedure applies (see
Section 4.6). An appeal does not change the set audit date or team composition until it
is either revoked by the CB or the matter is escalated to the trustea Secretariat by
eitherparty.Organisationand CBs are encouragedtofind solutions bilaterally.

3.9 Checking of Audit Results by the trustea Secretariat

1.

Random inspections:

Every year the trustea Secretariat will randomly inspect a number of internal and
external Audits. The purpose istoensureconsistencyinthequalityofauditingacrossthe
trustea programme. In cases where the inspections uncover non-confirmities, or
insufficient implementation of previously closed out corrective actions, the trustea
Secretariat may ask the CB to re-audit or put the verified organisation's status to
'verificationpending'.

The trustea Secretariat will also use the random inspections to feed back to the CBs on
the quality of the audit reporting, inform training needs and identify areas for
improvementin the audit approach. In cases where auditreports are not of a sufficient
standard, thetrusteaSecretariat will contactthe CB.
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Thenumber ofauditstheSecretariatwillcheckisdeterminedbythetrustea programme
committee (tPC), or a committee entrusted with such reviews by the trustea
programme committee (tPC).

4, Verification Process
4.1 General
1. Contracting:

A written contract is established between the applicant organisation and the CB
depicting the fees, timeframe, dates and the scope of the audits. The applicant
Organisation as well as the CB inform the trustea Secretariat and shares a copy of the
contract.

2. Application for verification:

a) Organizations shall apply to the CB in the application format prescribed by the
CB, and provide, as a minimum, information on its name, unique reference
numberandcontactdetails.

d) The CB shall respond to all enquiries received from organisations regarding their
application within seven days of receipt of the query.

3. Granting of verification against the trustea code:

a) The applications found to be complete and supported with all documents
shall be accepted and registered in order of receipt with the CB's own unique
identification number, acknowledged and records maintained.

b) The CB shall grant verification certificate after ensuring complete compliance
with the verification requirements and satisfactory close out of any corrective
actions.Thereshallbenoconditionalgrantof verification.

c) Verification certificate is granted only against the latest versions of the
trustea Code, verification requirements and scheme rules. The CB shall review
all applications for the above to ensure that applicants are prepared for an
auditagainstthelatestrequirements.

d) The Verification Certificate shall be issued within 30 days of completion of the
audit, unless corrective actions are noted, in which case the verification
certificate shall be issued within 30 days of satisfactorily closing out the
corrective Actions (see4.4.3.1).

4. Rejection of applications:
a) CBsshallrejectandcloseallapplicationsforverification underthefollowing conditions:
1. Lackofcompetent personnelinthe Organisationfor handlingtrusteaaudit

2. Organization shows no progress towards completion of corrective
actions within three months of firstaudit

18




VERIFICATION SCHEME FORTRUSTEA:
GENERAL REGULATIONS, PART 1, VERIFICATION PROCESS

A

Voluntarywithdrawal of application.

a) Organizations that have earlier either violated the trustea Terms & Conditions
or misused the Verification Mark or their affiliation with trustea, shall be
banned from re-applying for one year from cancellation of the certificate by any
CB.

Applications from Organizations found to be misusing the Verification Mark or
their affiliation with trustea while theirapplicationis being processed, shall not
beprocessedanyfurther,andrejectedafter adue notice of 15 days.

b) The trustea Secretariat reserves the right to reject or put on hold applications if
it believes that the application may put the reputation of the trustea scheme at
risk.Theapplicantcanappealagainstsuch adecision with the trustea Board.

c) Antecedents of applicant Organisations shall be checked. If punished under
the law, or the earlier product verification had been cancelled, the application
from the same Organization will not be entertained.

d) Applications from eligible Organisations whose previous applications have
been withdrawn, stoppedorrejected, shallbe processed asfresh applications.

Notification to the Organization and issue of verification certificate: On granting
verification the certification body shall inform the organization and issue a
verification certificate, uniquely identified, indicating the names of the product
verified, theverificationrequirementsagainstwhichtheverificationhasbeenawarded,
effective date, expiry date, and the name and address of the organization as a
minimum.

Notification to the trustea Secretariat and records. The CB must fill in the audit
report using the trustea software and upload it to the trustea portal within 15 days
afterthe audit. The CB must give the results of the audit, and a summary report to the
organization and trustea Secretariat within 30 working days after completing the
audit. Based on audit outcome the CB will then issue a VC to the organisation in the
format prescribed by trustea. The validity of the VC shall be two years from the date of
issueofVC.

The CB shall maintain records of all verification activities: application registration,
documents provided by applicant, and on site audit reports for a period of five years
aftertheaudit.

4.2 Renewal of Verification

1.

The CB shall send a renewal notice to the verified organisation at least four months
prior to certificate expiration.

The Verified Organization should apply for renewal of verification at least three
months before expiry ofthe verification.

The CB then carries out a full External Verification Audit, ideally at least four weeks
before expiry of the old verification certificate.

Whenthe performance ofthe verified organisation does not meet the verification
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requirements, the CBshall notissue anew verification certificate tothe Organization.
5. The new verification certificate shall be effective from the date of the expiry of the old

4.3

4.4

certificate provided the verification audit has taken place four weeks prior to expiry of
theoldVC.

In the event of audit takes place less than the prescribed period of 4 weeks prior to
expiry of old VC, the intervening period gap between the expiry date of the old
certificate and the start date of the new one, shall be treated as period of non-
verification. During this period, the verified unit shall not claim verification or use the
trustealogo, trademark, verification certificate, orany other type of document that has
anyrelationtotrustea verification ormake any explicitorimplicitreference thatsuggest
itistrusteaverified.

Verification status

Organisations will be classified as one of the following
1. Verified

2. Verification pending

3. Notverified.

Only verified organisations may use the trustea word mark and logo, in line with trustearules.
Organisations with a pending verification may not use the trustea word mark logo but may
refer to their trustea status as “trustea verification pending” in written communication with
theirbusiness partners.

Non-Conformance

4.4.1 Types of non-conformities

1. Non-compliance witharequirementunderthe code willbe termed asnon-conformity.

2. Any non-conformity against a mandatory control point leads to a 'fail’ of that CP and
therebyfailingto meet the verification requirements.

3. Non-conformities against other CPs are classified into major and minor non-
conformities. An organisation conforms with other CPs if its requirements are (a)
implemented to the full extent; and (b) across the entire organisation (in case of group
verificationacrossallmembers ofthe group).

In the case of other CPs, a non-conformity is

3.1.  Minor,ifthe Coderequirementiseithernotimplementedto the fullextent; or not
implemented across the entire organisation (in case of group verification
across all members of the group). In addition, there must not be any evidence
that points towards failing management or control systems as the underlying
root cause of the non- compliance.
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3.2.  Major, if the Code requirement is absent; or evidence points towards failing
management or control systemsasthe underlyingrootcause ofthenon -
compliance.

4.4.2 Improvement Plans

1.

Inyears 1 and 2 of the trustea verification the CB and organisation jointly draw up
an improvement plan that details how the organisation will move from its current
compliance level to the compliance level required for the following year (e.g. moving
from50% compliancewithallother CPsinyear1to65%inyear?2).

Verified organisations are to continue having an annual improvement plan beyond
year 2, as part of good management practice and their ongoing efforts to improve
sustainability.

Thelmprovementplanshallbe specific, measurable, actionableand time-bound:

Specific: Listing specific actions to improve compliance with specific CPs in the trustea Code

Measurable: Leading to improvements that will increase the compliance level to the one

required in the following year (or beyond)

Actionable: Concrete, as well as realistic in terms of time, competency and resources
availabletotheverified organisation

Time-bound: Specific by when an improvement will be achieved, and where
appropriate defining interim milestones

The CB checksthat theorganisation hasachievedtheimprovements laidout inthe
improvement plan as part of the audit (in year 3) or when reviewing the internal audit
report(inyear?2)

4.4.3 Corrective Action

1.

Instead of failing the audit, the CB can demand corrective action from the
organisation before issuing the verification certificate in cases where minor non-
conformities (see Section 4.4.1) prevent the organisation from meeting the required
compliance level for a particular year. Corrective actions may also be mandated after
the CB checks the results of the Internal Audit and after SAA and special investigations,
whetherinitiated bythe CBorthetrusteaSecretariat.

The CB registers the minor non-conformity and should review corrective actions
proposed by the entity being audited, and if necessary indicate why they may be
inadequate to allow closing of a non-conformity.

Ifthe same non-confirmityisfound morethanonceinathreeyearperiod,awarningwill
be issued. (see 4.5.1). Corrective action can only be used once on the same Control
Pointin3 consecutiveyears.
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4.5

4.5.1

Corrective Actions comprise the following steps :

0] investigation of cause (rootcause analysis),

(i) findingpossible solutions,

(i) monitoring of effectiveness.

Corrective Actions can only be closed out as completed if:

(@) the CBaccepts the evidence presented by the organisation for
following the three steps described in the previous paragraph; and

(b)  theCBverifiesimplementation ofthesolution.

The Corrective actions shall be verified on site unless the CB can verify the same
off-site

The CB sends a notice to the organisation and the trustea Secretariat whether it
accepts theevidenceornot within 7 days of receipt of the evidence.

The periodforcompleting Corrective Actionsis set by the CBand must not exceed three
monthsorthe expiry dateofthe currentVC, whicheverofthetwoisshorter.

In case the organisation does not complete satisfactorily all corrective actions within
their allotted periods, the verification shall stand cancelled from the end of the first
deadlineforacorrectiveaction.

Sanctions

Warning

1.

Both the CB and the trustea Secretariat can issue warnings. Awarningisissued when a

verifiedorganisation

a) Does not conform with the same verification requirement on two consecutive
externalaudits(External Verification Audits or Control Audits)

b) Is seen to misuse its affiliation with trustea, the trustea mark or logo, or behave
in other ways that threatenthereputation oftrusteaorits other members.
Awarningis delivered to the verified organization by the trustea Secretariat in writing
detailing the reason for the warning. If the warning is initiated by the CB, the CB will
notify the trustea Secretariat of their view that a warning should be issued and
provide all necessary information related to the warning. If the warning is initiated by
thetrusteaSecretariat, a copyshall be senttothe CBthatissuedthe currentverification

certificate.

Once placed under warning, an organisation's verification certificate can be cancelled
without prior notice (see Section 4.5.2). While under warning the organization is still
consideredverified.

Warnings willbeformally liftedinwriting bythetrusteaSecretariatorthe CB.
Organisations canappeal against being placed under warning withthetrustea Board
within three months after the warning has been issued. The trustea Board will
respond toappealswithintwoweeks.
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4.5.2 Cancellation of verification

1.

The VCshall be cancelled if the verified organization fails the ZTCP. Such VOs shall apply
forVConly after 12 monthsfromthe date of cancellation ofthe VC.

The Verification Certificate shall be cancelled when corrective actions are not closed
out ascompleted after the allotted time (see Sections 4.4.3)

The Verification Certificate may be cancelled when

a) A non-conformity leads to serious doubt about the integrity of the product,
particularly foodsafety

b) An organisation severely or purposefully violates the trustea terms and
conditions or misuse its affiliation with trustea, the trustea mark or logo, or
behave in other ways that threaten the reputation of trustea or its other
members.

Certification Body shall also cancel the verification at the request of the verified
organisation, if the operation(s) in the organisation's premises can no longer be
carried out due to reasons of natural calamities suchas flood, fire, earthquake etc.,
lockout declared bythemanagement, orclosureofbusinessoperationsetc.

A formal notice of cancellation is delivered to the verified organisation by the CB that
has issued the VC. The notice shall detail the reasons and the date from which the VC
willbeinvalid.

VC's can only be cancelled by the CB that has issued them. The trustea Secretariat
can however put an organisation's status on 'Not Verified' and instruct the concerned
CB to cancel a VC if maintaining verification for an organisation poses a risk to the
reputation of the trustea scheme or is deemed to pose a risk to the reputation of
other verified organisations. The CB shall issue a notice period of at least two weeks
to the verified organisation before cancelling the VC. However, if the verified
organisation is under warning no notice periodisrequired

An Organisation that has had a cancellation applied may not re-submit for
verification until twelve months afterthe date of cancellation.

A cancellation of the verification certificate will result in the total prohibition of
using the trustea logo, trademark, VC, or any other type of document that has any
relation to trustea verification, or make any explicitorimplicit reference that suggest
itistrusteaverified.

Organisations can appeal against a cancellation with the trustea Board within three
months after it has beenissued. The trustea Board will respond to appeals within two
weeks.
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4.6  Appeals against Certification Body decisions

1.

An Organisation can appeal against decisions of a CB within 15 days of receipt of formal
notice of the decision. The appeal shall state which decision is contested, detailed
reasonswhythe organisation objectsand whatit thinks should be the correct decision.
The CB shall respond within 7 days of receipt of the appeal, replying in detail to the
concerns of the organisationand either confirm or revoke the contested decision.

If the organisationis not satisfied it should engage in further rounds of trying to resolve
theissuedirectly with the CB.

Any appeals will be logged with the trustea secretariat. Both the appealing
organisation and the CB have aduty to inform the secretariat, which issues a case
number and will log all related correspondence. All correspondence in the matter
from both the appealing organisation and the CB shall be in writing (or confirmedin
writingifverbal)and copiedtothetrusteaSecretariatbypostore-mailto

If either party feels that the issue cannot be resolved bilaterally, or cannot be resolved
within an acceptable time, the party may escalatethe mattertothetrusteaSecretariat.
The trustea Secretariat will review the case, hearing both sides, and make a final and
binding decision within one month. The Secretariat reserves the right to pass on the
cost of such a review by the trustea Secretariat (time, travel to the field and other
expenses) tooneorbothofthe parties, ataleveland splitatitsdiscretion.
Anappealsprocedureisamandatorycomponentofthecontractbetweenorganisations
andCBs.Theappeals procedure mustbeinlinewith the above genericframework.

4.7  Extension of Scope under an Existing Verification Certificate

1.

A verified organization may increase the number of STGs which is not there in

the approved annexure (provided with the VC by the CB), but the verified
organization must report any proposed increase of STGs to the trustea

Secretariat. Post that, with concurrence of Secretariat, external audit is to be
carried out by CB and upon approval by CB, the list may be modified. A verified
entity may increase upto 10% in volume per STG which can be approved without
the need of conducting a new External Verification Audit before the next

scheduled external audit. However, the verified organization must report any
change in production area or of the approved STG to the trustea Secretariat and
proceed only upon confirmation by secretariat. Until the process as outlined above
is followed, no new STG may be added to original list of approved STGs

The trustea Secretariat may commission the CBto quality check the documentation
wherever necessary, atthe cost of the verified organisation. Further, new areas or new
members of a group may only be included in the scope of the VC if the CB is provided
with documentation demonstrating that those farms were subject to anInternal Audit
andcompliedwithallofthetrusteaCoderequirements.Theresultsoftheinternalaudit
must be submittedtothetrustea Secretariatas partofthe supportingdocuments.
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4.8 Change of Location, Ownership or Name

1. Changeoflocation: Theverified organisationshallinformthe CBandtrustea Secretariat

ofanychangeinthe location of its operations within four weeks.

The verified Organisation shall conduct an Internal Pre-Assessment and be subject
to an External Audit at the new site like an organisation that applies for the first

time.

If the External Audit is satisfactory, the CB shall transfer the Certificate to the new
location and the verified organisation be permitted to operate verification from the

newsite.

The CB shall endorse the change of premises on the Certificate.

2. Change of ownership:

Status

Action by new
owner

Status of
certificate <120
days of expiry

Status of
certificate >120
days of expiry

Audit
requirement

ope ... | Commitmentto EA before due
Certificate within . . . .
. continue with valid Valid date as
valid date ipe is :
certification required
cpe  as Commitment to eps as Fresh
Recertification . . . Certification eps as
audit date crossed continue with valid invalid certification
certification ) with Gap Audit
Commitment to
Internal audit due continue with valid Valid IA to be done*
certification
Commitment to
Status continue with valid Certificate Invalid | Immediate EA

certification

* Below requirement to be fulfilled (any one)
A. Internal Auditor is not changed then no need to go for an IA/EA
B. If Internal Auditor is changed then the entity needs to submit the relevant
document for the new Internal Auditor complying with the trustea requirement to
satisfy the criteria.
C. If the entity is not complying the above requirement then they have to go for an
External Audit or internal Audit by the External body (CB/tS)
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4.9

5

Change of name: In case of change of name, the verified unit shall inform the CB and
trustea Secretariat, supported withdocumentary evidence, and if satisfied the CB shall
endorsethecertificateinthenewname.

Verification Certificate

1.

The Certification Body shall provide a formal hard copy of the VC to the Verified
organisation. The VCshall be in the standard template issued by the Secretariat, (see
Annex1)

Name of marks shall be mentioned on the VC or any other document intimating grant of
verification.

A copy of the VC shall be sent to the trustea Secretariat which may, within six weeks
of issue, contest the verificationin case of suspected errorsorirregularities.

The VC remains valid if contested by the trustea Secretariat, until a formal cancellation is
issued.

The CBwillmaintainacopyoftheVCasarecordforfiveyears.

The validity of the VC will be two years, subject to any suspensions, cancellation or extensions in
accordance.

Once the verification certificate is issued the product produced up to 3 months prior
to that day is to be consideredasverified.

If the verified organisation provides copies of the verification certificate to others,
the certificate shall be reproducedinitsentirety.

Use of the trustea word mark and logo

1.

The policy for using the word mark and logo of trustea on-pack and off-pack is being
developed and will be binding. Forthe presentthefollowinggeneralrulesapply:

a) The trustea logo and accreditation marks are the sole property of the trustea
Secretariat. Anyincorrect orinappropriate use of the same may lead to legal and
punitiveactions

b) The CB shall immediately notify the trustea Secretariat of any suspected or
observed incorrect referencestotrustea verificationstatus or misleadinguse of
VCdocuments, marksorauditreports

c) Verified Organizations will only make reference to their verification status in
communication media such as the internet, brochures or advertising, or other
documents if they comply fully withthetrustearequirements

d) Verified Organizations do not make, or permit others to make on their behalf,
any misleading statementsregardingtheirtrusteaverified status.

Any users of the trustea word mark and logo must ensure that they are not used in
such a manner that would bring the CB or the trustea code to lose public trust and
reputation.

26




VERIFICATION SCHEME FORTRUSTEA:

GENERAL REGULATIONS, PART 1, VERIFICATION PROCESS
ANNEXUREI

;;i;@lt\"
orusbea

ENVIRONMENT - SAFETY - LIVELIHOODS

D
0

Seal of the
issuing body
trustea

Accreditation No:

VERIFICATION CERTIFICATE
trustea Code for Sustainable Tea in India

Verification Certificate no: TS-VC / CB / certificate number / year

This verification certificate is issued based on the audit conducted in accordance with the trustea Code Version 2.0

herewith certifies that the entity mentioned below is found in compliance with

the trustea code which covers social, agronomic, food safety, occupational health & safety and environmental

criteria.

Name of the VC
holding entity
Name of thessite/
sites verified
Address

Total Own Grant Area (Ha)

Production Area of estates:
Own Leaf Area :

Bought Leaf Area :

Total No. of verified STGs :

Source of Green Leaf Name of Products Mark Estimated Production (Kg)
CTCTEA

Own Leaf ORTHODOX
GREEN TEA

Total

CTCTEA

Bought Leaf ORTHODOX
GREEN TEA

Total

Grand Total (Own Leaf + Bought Leaf)

Dateof Audit
DateoflssueofVC
VCvalidupto
DateofFirstissueofVC
DateofRevision

Place

Seal and Signature
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........................................ is accredited by trustea. This VC remains the property of ......................and can be
withdrawnin case of terminations as mentionedinthe contract orin case of changes or deviations of

the above-mentioned data. Thelicenseeisobliged toinform AB’s Name immediately of any changes
intheabove-mentioned data.Onlyanoriginal and signed certificateisvalid.

Address :
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Verification Certificate no: TS-VC / CB / certificate number / year

Sl.
No. Code Name

Production Area
(Ha)

Estimated Production
of Green Leaves (Kg)

ESTIMATED PRODUCTION OF GREEN LEAVES

ESTIMATED PRODUCTION OF MADE LEAVES

Seal of the issuing body
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