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Fairtrade Town Renewal Form

We have created a new Fairtrade Town Status renewal process which aims to make your renewal
faster and focused on your campaigning activities rather than paperwork!

Whats changed

We know there is a huge amount of Fairtrade activity in communities which is not captured at the
moment. That's why the new form focuses on past activity rather than future plans. Through this
process we want to capture as much of your good work as possible. This way, we can understand the.
impact we are having in the UK to make trade fair. It also means we can aggregate all the findings
from Fairtrade Towns so we can showcase the wonderful work of the wider movement you are part
of.

The five goals and the time frames in order to maintain your Fairtrade Town status stay the same. Your
status must still be renewed one year from the date of declaration, and further renewals are still
required every two years.

How to complete your renewal

To renew your status you now just need to complete this four-stage online form. Any supporting
documents you have (photographs, newspaper clippings, etc) can be uploaded as you go.

The four stages of the form are:
1. You and your group
Here we ask you to provide us with contact information for your group, including:
«  the group's key contact details,
«  an additional member's details and
«  some information about your group and your group’s online activity.
2. Looking back

Here we ask you to tell us about what you've been up to in the past two years, including
engagement with businesses and local organisations such as churches and schools, as well
as:

flagship employers (if your group is required to have one),

events and local press coverage and

any other activities your group might have taken part in.

In particular, we ask for quantitative information such as the number of organisations you have
engaged with and how many and what type of events you have organised or participated in.

3. Political engagement

Here we ask you to tell us about your engagement with your Local Authority and political
representatives (if applicable).

It's essential that you tell us about how you've engaged with your Local Authority as part of your
renewal - it's also one of the five goals. Engaging with your MP, MSP, MLA or AM is not required to
complete your renewal; however, understanding the level of engagement amongst Fairtrade groups
with their elected representatives is hugely valuable and helps inform our public affairs and
campaigning work.

4. Action plan for next steps

Here you have the option to upload an action plan for your next steps if you wish to share this
with us. You can find a template on the “Renewing Fairtrade Community Status” section on our
website but this step is not mandatory to complete the form.

Save and resume later

The form should take no more than 45 minutes to complete, if you have all the information available.
You can find a checklist on the “Renewing_Fairtrade Community_Status” section on our website which
should help you gather all the information needed. This can be used throughout the two year period
between renewals to support making notes. If you need to pause to consider or collect other
responses, you can click on the “Save your progress and resume later” link at any stage which can be
found on the top and bottom of each page. Once you click on it, you will be asked to save the form by
using your email address and a password of your choice. You will then receive an email with a link to
access the form when you wish to continue. The email might get caught up by your spam fitter so
always check there first if you can't see it in your inbox! If you have any queries please contact us at
volunteer.towns @(fairtrade.org.uk.

Submission
Once you've submitted your renewal form, we'll review it within 4 weeks and an updated certificate will
be sent to you. If we have any questions, we'll get in touch with your steering group's key contact.

Next Page.
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Fairtrade Town Renewal Form

Step 1 of 4: Steering group and members’ information

In this section we ask you to provide us with the contact detais for the ke contact of your group and one other member, as well as
information about your group.

[ 1) Key contact and group information

Please confirm one or two key contacts to act as the primary and secondary points of contact between your steering
‘group and the Fairtrade Foundation. We wil contact you with news and information relevant to maintaining your Fairtrade status
and the Fartrade Foundation's national campaign niiatives unti you inform us you are no longer a key contact. To find out more.
about how we use personal information and how we keep f safe and secure please read our privacy notice. In fields asking for a
number, please use only numeric characters

Here are the details we have for your group's key contact. Please check that these are correct and update them if necessary.
Organisation name *

First name * Last name *
Email address * Telephone

Address body

city Postcode*

11 you haven't already, you can sign up to relevant e-newsletters using this link. ‘Towns' and Latest News' montnly newsletters are
essental reading for any Fairrade Town campaign!

Type of group* Please select . v

Area population *

How many members does your steering group have? *

How many meetings have you held since your last renewal? *

‘Additional steering group member(s)

‘You can add more than one person if you wish. Please ensure that you have permission to share their details with us
First name * Last name *

Email address *

Click here to add further steering group contacts

We would love to hear more about how you organise your group so we can share best practice with other groups. Do
you have a good idea to share that might help others, or a challenge to share you'd like ideas for?

[ 2) Online activity
Tell us about your group and any website or social media channels you have. We wantto capture this information as we know
many Fairtrade Town groups see these channels as useful tools for thei local campaigning. In ielgs asking for a number, please
use only numeric characters

Does your group have... Please share the link with us: *
@ awebsite?
Does your group have... Number of people on mailing st *

@ amailing list?
Does your group have... Facebook page address * Number of Facebook page likes *
¥ a Facebook page?

Does your group have... Twitter page address * Number of Twitter followers *

@ a Twitter account?

[ 3) Strengthening your local Fairtrade network

We often get requests from groups, schools and communiy organisations (e.g. local Wi, Oxfam or Scout group), who are looking
to connect vith their local Fairtrade Town group, or other groups i their area or region. We can only share your details with them
with your permission. Please fick if you are happy for us to share the contact details of your key contact (name and email address
only) with:

Other Fairtrade Town groups, community organisations and schools

Fair Trade Wales and the Scottish Fair Trade Forum

Got a question about your renewal? Email us at volunteer.towns@fairtrade.org.uk
o save your progress, please cick the ‘Save my progress and resume later” ink below. In the bos that appears, please choose a

password and an email address. You should then be emailed a link ffom vinich you can resume your form. Please note that resumption
will require entering your password

Previous Page Next Page
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Step 2 of 4: Looking Back
Tris is where we'dlike o hear about what youve been up o since your las renewia including business engagement, events and local
press coverage.

1) How many businesses have you engaged with stocking Fairtrade products? For example, sending
letters or resources, visits, product donations and event involvement. Please include all contacts,
including from past renewals, that you maintain an active relationship with or that you engaged with
since your group’s last renewal. In fields asking for a number, please use only numeric characters.

Cafes/restaurants* —

Supermarkets *
Retailers — national chains *
Retailers — independent -
Fair Trade shops *

Other*

If you have engaged with local Fair Trade shop(s) or businesses that fall under “other” please let s know the
type of business and how you engaged with them:

If you would like to share any particular achievements or challenges regarding your work with local businesses
you can tell us here:

2) How many local erganisations have you engaged with about supporting Fairtrade? For example,
sending letters or resources, visits and event invites. Please include all contacts, including from
past renewals, that you maintain an active relationship with or that you engaged with since your
group’s last renewal. In fields asking for a number, please use only numeric characters.

Workplaces *
Community organisations*
Places of Worship -
Colleges and universities -
schools *

If you would like to share any particular achievements or challenges regarding your work with local
organisations you can tell us here:

[ 3) Do you have a flagship employer?

®ves ONo

I ]

How many employees do they have?

Which Fairtrade products do they purchase?
Coffee Tea Sugar Snacks e.g_biscuits (] Chocolate
Cotton (e.g. workwear) [ Wine Bananas [ Flowers Other

If there is further information you would like to add regarding your flagship employer you can tell us here:
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4) How many events has your group held or taken part in since your last renewal? This could include
[ events organised by your group or bigger events that you participated in. In fields asking for a B
number, please use only numeric characters.

Total attendees
Number of events  (approx)

Speaker event, e.g. talks on Fairtrade in schools/other local .
groups .

Food related event, e.g. coffee mornings, breakfasts, lunches .
stall, e.g. selling products/raising awareness .
Other .

If you have organised events that fall under “other” please tell us a bit about the event:

If you would like to share any particular highlights or challenges in relation to your events you can tell us here:

We would love to see picture highlights from your events if you would like to share them with us. You can upload pictures
using the button below. To remove a file, click the remove link on the right of the section or, f this does not show, click the ‘Choose
File' button and then click ‘Cance

Please ensure that any uploads of images has appropriate consent by the people pictured in them. Your group is the data owner
and as such should have permission to share photos before uploading them. We may use photos for case studies and publiciy
but will ahvays ensure that we have the appropriate consent through the key contact completing this form.

Please click the button to upload an example
Ghoose File | No file chosen

Clckhere 1o

_ 5) Since your last renewal has your group received any local media or press coverage? In fields
asking for a number, please use only numeric characters.

Number
Online articles .
Offline articles .
Other press coverage .

If you have engaged with press in a way that falls under “other” please tell us a bit about this in the box
below:

If you would like to share any particular higl
engagement or coverage you can tell us here:

ights or challenges in relation to local press or medi

We would love to read some of the coverage your group has received. You can upload scans of newspaper artcles using the
button below on the left and/or link to any oniine ariicles using the box below on the right To remove  file, click the 'Removeink
to the right of the file or, i this does not show, cick the ‘Choose Fil' button and then clck ‘Cance!”

Please click the button to upload an example O, provide a link to online coverage
ile | No file chosen

Click here to a0d an addiional ink

Click here to upload an addiional le

[ 6) Please tick if your group has taken part in any of the following Fairtrade Foundation campaigns

Brexit: Time to make trade fair

Discover Fairtrade Gold

Other
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7) Are there any other activities you have done since your last renewal to reach out to your local
[ community, that have not been captured so far? E.g. online communications or campaigns, creating -
resources, partnership campaigns etc.

®Yes ONo

If you would like to share any particular highlights or examples with us, you can do 5o hei

Please upload any relevant supporting files using the button below, or enter any lins. To remove a fl, click the 'Remove'link on
the right of the section or,if this does not show, clck the 'Choose File' button and then clck ‘Cancel.

Please ensure that any uploads of images has appropriate consent by the people pictured in them. Your oroup is the data owner
and as such should have permission to share photos before uploading them. We may use photos for case studies and publiciy
but il always ensure that we have the appropriate consent through the key contact completing this form.

Please upload any relevant supporting file O, provide a link

Choose File | No fle chosen
Click here to a0d an addiional ink

Click here to upload an addiional flle

Got a question about your renewal? Email us at volunteer.towns@fairtrad:

“To save your progress, please ciick the ‘Save my progress and resume later” link below. In the box that appears, please choose a
password and an email address. You should then be emailed a link ffom vinich you can resume your form. Please note that resumption
will require entering your password.

Previous Page

| NextPage |
L

Fairtrade Town Renewal Form

Step 3 of 4: Political Support
Tris is where we'dlike o hear about your engagement with your Local Authorty and poliical representatives

[ 1) Your Local Authority

Local Authority Name *

Type of local authority * Please select.. v

Products used (please include Council offices and catering and any other locations where the Local

Authority is responsible for catering).
Cofiee: Tea Sugar Snacks e.g_biscuts [ Chocolate

Cotton (e.g. workwear) [ Wine Bananas [ Flowers Other

If your Local Authority has recently renewed their support to Fairtrade you can upload their resolution/letter of support
here, or include a link to where the resolution is hosted.

Click the button below to upload a file. Copy the link into the box below.
Choose File | No fle chosen

If there are other ways that your Local Authority supports Fairtrade and/or your group, tell us about it here:





image6.png
[ 2) Engagement with political representatives
Is your Member of Parliament or Member of Scottish Parliament or Welsh Assembly Member engaged with Fairtrade?
Please note that this is not a requirement for renewing your Fairrade status. However, groups are encouraged to engage and
build refationships with their politicalrepresentatives.

®ves ONo

1f you have engaged with multiple representatives, please click 'Add another response' at the bottom of the section. Please do not
select multple representatives from the lsts.

Type of representative * | MP v MPlastname- [AtoM v

MP Name (A-M) * Flease select
Diane Abbott
Debbie Abrahams
Nigel Adams
Bim Afolami
Adam Aftiyie
Peter Aldous
Heidi Alexander =

You have selected: 0

Has your group directly contacted your representative, e. letter, surgery

Yes O'No

Have they asked a question in their parliament/assembly about Fairtrade? *
Yes ONo

It would be helpful to hear how engaged with Fairtrade they are from your point of view. This will
inform our campaigning and advocacy work at a national level.

We would also love to hear about any other activities they have taken for Fairtrade, if applicable (e.g.
writing to a minister, tweeting or writing about Fairtrade in the press etc.)

Tick here to add an additional representative

Got a question about your renewal? Email us at volunteer.towns@fairtrade.org.uk

To save your progress, please ciick the ‘Save my progress and resume later” link below. In the box that appears, please choose a
password and an email address. You should then be emailed a link ffom winich you can resume your form. Please note that resumption
will equire entering your password

PreviousPage | | NextPage

Fairtrade Town Renewal Form

Step 4 of 4: Action plan

We would love to near your future plans if you wish to share them with us. You can find a template on the Fairrade
‘Community Status" section on our website to help you plan activties for the following two years and upload it back here. This is not
mandatory fo compete your renewal and you can work on it in your own time. W recommend though to start woring on this with your
qroup to support the planning of your next steps.

Click to upload afle. Choose File | No file chosen

Previous Page Submit your application





