Supplier Information Questionnaire




Insert Company name and logo:________________________
Insert company name: ​​​​​​​​​​__________________seeks to form direct, long-term, stable business partnerships with companies who share our commitment to responsible business practice and the provision of quality products and services. By completing this questionnaire, you will help us to understand your business priorities and assess how best to develop this relationship. To demonstrate your commitment, this questionnaire needs to be completed by the CEO /Owner. All information will be considered in confidence.

Please complete the questionnaire, inserting N/A against questions that are not applicable to your business.   
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This fact sheet has been developed by the Brotherhood of St Laurence for the St James Ethics
Centre’s Federally funded (Treasury) Responsible Business Practice project. This fact sheet draws
upon resources developed by the Australian Human Rights Commission and OECD Watch.
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1. Company Profile

	Company Name:
	
	Telephone No:



	Address:
	
	Fax No:



	
	
	E-mail address:




	
	
	Website:





How would you describe your business?  (Please tick as appropriate)

	Manufacturer / Producer:
	
	      Service provider:
	
	Trader:

	
	Agent:
	
	Other:
	


	If ‘Other’, please give brief details:




	If you do not deal directly with us who represents you?
	Give Company name:




	If you are an agent /distributor, please provide names of all manufacturers / suppliers you represent:




Nature of goods to be supplied to us [insert company name]:   (Please include all goods relevant to our business, and tick as appropriate)

	[e.g. raw materials (list)]
	
	List goods here:

	
	
	

	
	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	
	

	Other:
	
	
	Please specify:


	
	
	
	
	
	Yes
	
	No

	How many years has your company been trading?
	                  Years
	
	Is it part of a group?
	
	
	
	


	
	
	Yes
	
	No
	
	If “NO”, please give name and contact details of parent company:

	Is your company the parent company?
	
	
	
	
	
	


How many sites does your company/subsidiary operate from? (Please state number)
	Production / Factory
	
	Warehousing distribution
	
	Office administration
	
	Home sites
	
	Workshops
	


How many people does your company employ in Australia?

	Permanent:
	
	Contract:
	
	Home workers:
	

	
	
	
	
	Yes
	
	No

	Do you source / manufacture offshore? 
	
	
	
	
	
	


If you do not know, are you willing to find out?

If yes, please list all countries of production, manufacturing and sourcing, and identify which goods:

_____________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________________
	Are you willing to disclose all details (address, contact person, type of goods) of your offshore suppliers?
	
	
	


What is your current output capacity? 

	Quantity
	Units
	Per month / week
	
	

	
	
	
	What is your usual delivery lead-time?
	 Weeks


	
	
	
	

	What % of your production does our business account for?


	
	
	


	What are your preferred terms and conditions of trading (delivery & payment)? 



How do you communicate with your suppliers and how would you like to communicate with us? 

___________________________________________________________________________

____________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________________
2. Employment Practice and Policy 
Does your company have any of the following policies or statements? (If so please provide us with a copy)

	Quality statement
	
	Corporate responsibility

	
	Employment
	

	
	
	
	
	
	

	Human rights

	
	Health and safety
	
	Training and diversity
	

	
	
	
	
	
	


	Other:
	
	
	Please specify:


	
	Yes
	
	No
	
	

	Do all staff sign an employment contract and are they made aware of their rights and entitlements?
	
	
	
	
	

	
	
	
	
	
	

	Are any staff paid piece rate?
	
	
	
	
	

	
	
	
	
	
	

	Is overtime voluntary?
	
	
	
	
	

	
	
	
	
	
	

	Do you comply with all local labour laws?
	
	
	
	
	

	
	
	
	
	
	


	What is the minimum age requirement for employees within your company?
	Years

	What are the normal weekly working hours for workers?
	Hours


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


	
	Yes
	
	No

	Do you have an anonymous system through which staff can discuss and resolve their grievances?
	
	
	


	
	Yes
	
	No
	
	If yes, please give reason for inspection and attach a copy of the report:

	Was any Health & Safety risk assessments carried out last year?
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Has a labour standards audit been conducted?

Is it publicly available?
	If yes, please give reason for inspection and attach a copy of the audit




Please list 3 steps that your company has taken in the last 2 years to improve conditions of employment:

	1 

	2

	3


Please give brief details of any impact(s) you believe your industry and operations may have upon the local community and workers: 

	


Please describe your experience in working with trade unions. Are employees free to join or form a trade union?

	


Please describe your experience in working with community groups and non-government organisations

	






































3. Environmental Management

	
	
	
	
	Yes
	No

	Do you have a written environmental Policy?
	
	
	
	
	


	Do you have management systems in place to manage environmental risks? 

	
	
	
	Yes
	No

	
	
	
	
	
	


	
	
	
	
	Yes
	No

	Do you have an energy management / CO2 emission system?
	
	
	
	
	


	
	
	
	
	Yes
	No

	Do you have a water management (use and treatment) system?
	
	
	
	
	


	
	
	
	
	Yes
	No

	Do you have a waste management (treatment, recycle, re-use) system?
	
	
	
	
	

	
	Yes
	
	No
	
	

	Do you hold any environmental certifications?
	
	
	
	
	If yes, details / date obtained:

	
	
	
	
	
	

	
	Yes
	
	No
	
	

	Do you undertake regular environmental audits or risk assessments within your organisation?
	
	
	
	
	

	
	Yes
	
	No
	
	

	Are the results of these audits publicly available? 
	
	
	
	
	


Please give brief details of any impact(s) you believe your industry, operations, products and services may have upon the environment: 

	


4. Quality and Standards

Does you company have any recognised standards for products supplied to us?




Quality


Environment


Labour




(Eg ISO9000)

(Eg ISO14001)


(Eg SA8000)

	Certified to:


	
	
	

	Working towards:


	
	
	

	Other standards:


	
	
	



Is your company currently seeking any             Yes      No           Give details and anticipated date of achievement?


Other quality related certification(s)?
Is your company committed to assessing the labour and environmental risks in your supply chain? If so please describe how you do this (e.g. visits, questionnaire, audits) and what is your focus (e.g. quality, production, labour standards, environment, financial, management)


	
	Yes
	
	No
	
	Customer
	

	Are you currently audited by any of
	
	
	
	
	
	

	your existing customers? (Please list)
	
	
	
	
	
	

	
	Yes
	
	No

	Do you have a policy for the humane treatment of animals at all stages of production?
	
	
	



5. Contacts: Please list the names & titles of your key personnel (e.g. OH&S, environmental management, quality assurance, supply chain management, customer service).  Please indicate if we may contact them directly.

	Name
	Position
	Contact?

	
	
	

	
	
	

	
	
	



I confirm that the information provided in this questionnaire is an accurate representation of the operational practices of this company and would be willing to allow your representatives access to relevant documentation for verification purposes.

	Name of person completing questionnaire:
	Position within the company:
	Signature:

	Date:
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