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This form will help you plan your Fair Trade Campus campaign and keep you on track as you work toward designation. Keep in mind that all information included in this form should be submitted for the purpose of planning your campaign and completing a formal application for designation. The application form can be found at fairtrade.ca/campus and cftn.ca/fair-trade-campus-resources

Once this form is completed, you should have a good understanding of :
	
your campus food services 
sustainability programs and initiatives already taking place on campus
key stakeholders to work with
a list of locations required to serve Fairtrade certified products
a list of franchises, independent businesses, and individual departments on campus (while these are not required to fulfill the campus requirements, every effort should be made to encourage these independents to offer Fairtrade certified products)
potential locations for fair trade signage
opportunities to host or participate in events
potential roadblocks or issues to be resolved
targets for future developments

The CFTN and AQCÉ are available to offer assistance and advice at any point in completing this form. Please submit questions and/or completed project plans with supporting documentation via email to info@cftn.ca or info@assoquebecequitable.org.

Applicant information
	Name of campus

	

	Date of submission

	

	Preferred date of declaration

	

	Fair Trade Campus contact

	(name)
	(phone)
	(email)





About your campus
It's important that you be well-versed not only on issues in fair trade, but also on your college or university community. Doing some preliminary research will help to identify targets for your campaign, and in the long run, will help you to speak confidently about your project and identify goals for post designation. 

Identify and describe the nature of your campus food services. 
For more information on understanding campus services, consult the Fair Trade Campus Action Guide.

	





Identify key stakeholders to work with in attaining Fair Trade Campus designation. 
For more information on key stakeholders, consult the Fair Trade Campus Action Guide.

	Name
	Role
	Contact

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Identify other independent food or retail outlets currently on campus. (I.e. Franchises, Independent buisnesses, Club/Society/Department managed services)
	Outlet 
	 Type 
	Contact

	
	
	

	
	
	

	
	
	



Identify other sustainability programs or initiatives currently taking place on campus.
	Program/initiative
	Coordinator
	Contact

	
	
	

	
	
	

	
	
	





Fair Trade Campus Steering Committee

	
Requirement

A Fair Trade Campus Steering Committee must be formed to ensure continued commitment to the local Fair Trade Campus designation. The committee must commit to the following:

· establish and maintain a balanced membership of volunteers and administrative representatives
· meet a minimum of twice per year to discuss annual goals and to assess progress
· demonstrate an effort to increase the number and type of Fairtrade certified products available on campus beyond minimum requirements
· encourage independent businesses, departments, and societies on campus to meet Fair Trade Campus criteria
· submit an annual report to the CFTN or AQCÉ by July 1 that includes a completed renewal form, targets for the upcoming year, and progress assessment for the previous year




Forming a steering committee ensures that a cross-section of stakeholders have been involved in the designation process. It is important that the steering committee meet regularly to continue the ongoing development and support of fair trade on campus. 

Name of steering committee
	





Details of committee 
Please include a list of members with contact details, roles, and any organizations they may represent.

	Name
	Affiliation
	Committee role
	Contact

	
	
	
	

	
	
	
	



Meetings
	Goals for meetings
	

	Attendees
	

	Frequency
	

	Location
	

	Agenda-setting
	

	Documentation
	



Identify potential goals for purchasing managers on campus to increase sourcing for Fairtrade certified products on campus.
	Location/department
	Product

	
	

	
	

	
	



Identify independent businesses, departments, and societies on campus that are not included in the availability requirements but will be good targets for future engagement.
	Businesses, department, society
	Target

	
	

	
	

	
	






Availability

	
Requirement

· All coffee served on campus must be Fairtrade certified
· At least three (3) Fairtrade certified teas must be available wherever tea is served
· At least one (1) Fairtrade certified chocolate bar must be available at every location selling chocolate bars
· All coffee and tea served at campus meetings, events, and offices run by campus administration or student unions must be Fairtrade certified.




Required campus locations
The campus must ensure that all food service locations under its direct control offer a range of Fairtrade certified products. This applies to locations operated by campus administration, student unions/associations, and graduate student unions/associations, including (but not limited to) cafeterias, catering, vending (including instant coffee machines), campus-run “We Proudly Brew” arrangements, stores, restaurants, coffee shops, lounges, events, and administration offices.

Identify all food service locations that fit the criteria for “required campus locations.”  
	Location name
	Operated by
	Contact

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Identify meetings, events, and offices operated by campus administration and student unions that will be required to serve only Fairtrade certified coffee and tea.
	Meeting/event/office
	Contact
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Visibility and Education
	
Requirement
· All locations selling Fairtrade certified products must have prominent signage indicating such.
· All locations selling Fairtrade certified products must have ancillary information about fair trade.
· A page on the university/college website must explicitly indicate the university/college is a Fair Trade Campus and provide information about fair trade.
· Campus administration must participate (at least) annually in a public celebration of its Fair Trade Campus status.




While offering Fairtrade certified products is a crucial step in campus designation, it's important to communicate about fair trade issues and the availability of Fairtrade certified products.

· Signs and ancillary materials should indicate the availability of Fairtrade certified products and provide information on fair trade. 
· Events should be held in visible, high-traffic locations and should prioritize visibility, engagement, and participation.

Identify potential locations for signage.
	Location
	Relevant contact to approve signage

	
	

	
	

	
	



Please provide a preliminary timeline of events to be held or participated in on campus
	Event
	Date
	Description

	
	
	

	
	
	

	
	
	



Identify a list of communications materials to be used in providing information on fair trade and Fairtrade certified products.
	Material
	Description of content
	Goals for use

	
	
	

	
	
	

	
	
	




Identify any relevant campus and community based media or group affiliations that may help spread your message
	Media/group
	Principal contact
	Contact info

	
	
	

	
	
	

	
	
	



Timeline for development
Once you’ve identified targets and opportunities for engagement on campus, it’s important to have a strong work plan for achievement. It can be tempting to do everything at once, but this risks early burnout and can disengage your partners and/or volunteers.

Be sure to identify the most important strategic targets that will help you achieve your goals. This may involve doing some initial outreach to find the most promising opportunities. Keep in mind that each partnership and commitment you develop may require ongoing engagement and maintenance. Be sure to have someone assigned to managing a particular project or engagement area, and that there are clear parameters.

Some targets to include in your timeline
· audit of campus food services and the availability of Fairtrade certified products
· volunteer recruitment
· development of communications resources
· events (and planning)
· communications with administrative authorities (keep in mind this may require setting up appointments)

Provide a list of milestones you hope to achieve, including preliminary timelines and strategies.

	Milestone
	Date of completion
	Strategy for completion

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	








Additional questions

What potential concerns or challenges do you foresee in achieving Fair Trade Campus status?
	





List any questions or feedback you have regarding the Fair Trade Campus Program, its resources, or fair trade in general.
	





Additional comments
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