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November 1, 2010.
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PREFACE

ECOLOGI A6s handbook for i mplementers of 1SO 2
medium sized businesses. BYs i ng t hi s | n s approaalio Cooparatd Sogat andar d
Responsibility (CSR), businesses can improve thgiact on their communities aimutcrease

their competitiveness. 1ISO 26000 carries within it the high hopes and expectations of its creators

and of future generations who depeon us to pass on the natural, social and economic resources

that we have inherited or created.

PART I: INTRODUCTION

SO 26000 is a voluntary guidance standard on social responsibility designed for use by any

organization. It can be used bysiness leaders to plan and implement actions to improve
their sustainability economically, socially, and environmentally. This handbook aims toetiee
busi nes s es 00f I$@A6@0, and o assist thegn in adopting the standard into their
core lusiness decisions. This handbook is divided into three parts:

1. Introduction: 3. Summary of core
' ' i subjects:
information on key 2. Implementation j

elements of 1SO 26000 workbook definitions, principles &
action suggestions

What is ISO 26000, and who is it for?

I:or many successful businesspedpénd perhaps for youbeing socially responsible is a

part of who they are and why they are in business: awigie useful products and services, to
provide jobs and development opportunities for their communéres$ togain satisfaction
through meaningful work. I n many countries,
been quietly making a differenbg acting on their values and principles, and inspiring others.

They have the spirit of social responsibility already.

However, in many sectors and many parts of the world, people and busstésleek the spirit

or understanding of being respdsisi They may lack the knowledge or incentive to realize that
their actions are important for the wéking of other people and the environmel80 26000 is

a response to the urgent need for all people, from all parts of the weohldve a positive ipact

on those around them, through the way they do business and live their lives.

SO 26000 provides broad guidance, but does not offer specific instructions or require specific
outcomes. Businesses that implement ISO 26000 have opportunidestity and act on
their own priorities, and to build stronger b
i mprovement. o | mplementers of 1 SO 26000 wi |l
responsibility programs and become models for others.
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ISO 26MO0 was created by a divergeup of experts, representing many different countries,
stakeholder grouﬁsand points of viewwWork began in 2005 and was completed in 2010.

Creation of the standard was organized by the International Standardization &trgani30,

based in Geneva Switzerland. Since 1947 ISO has developed over 17,000 standards to encourage
world trade and quality production. Previous wealbwn ISO standards include ISO 9000

(quality control) and ISO 14000 (environmental managementragiteUnlike 1ISO 9000 and

14000, howevel SO 26000 is a voluntary guidance standard and is not intended for

certification.

What opportunities does ISO 26000 provide for its implementers?

ECOLOGIA has prepared this handbook especially for smalhaedium sized businesses.
Using this handbook will assist you in identifying wayst ty@u can strengthen the local,
regional, or global communities upon which you depend. You can thereby create stronger and
more enduring partnerships with your investorsstomers, workersuppliers, andommunity
membersThi s handbook wi | assist you in reportin
contributions. It can also alert you to problem areas or Blpadspreviouslyneglectedn your
management and planning. Bgcouraging communications with stakeholders, 1ISO 26000 will
help you to gather useful information beyond the limits of your curesaiurces.
For example,
1 You may identify new products, services or

By adopting ISO 26000 into you Mmanufacturing processes;

core business model, you can  { You may generate more effective protion and

V identify paths to innovation ~ marketing plansfocusing on the valuadded social

V reduce longterm risks responsibility components of your bhosss;
V increase your 1 By reporting on your current situation in each of the core
competitiveness subject areas, you can earn trust and establish yourself as a

business which is committed to social responsibility.

How does ISO 26000 encourage sustainable development?

Sustainable development is growth and chathgé maintains

and improves thaaturalenvironment, human resources,

and society upon which we depend. Businesses that identifi | js designed to be

maintain, and improve their natural and human resources ai fiexiple, and to provide

highly competitive. They are more able to cope with leaders with guidelines
challenges in the marketpladéheycan anticipate and reduce g4 choices.

threats caused by environmental changes or natural disaste

and can better adafo significant social changes. No busines

can predicthe future perfectly; but smart businesses can plan for a future in which significant
social and environmental changes occur. Businesses that contribute to a more sustainable society
are more likeJ to be valued and supportbg consumers, supply chains, and policy mak&®
26000 provides information argecisioamaking tools for businesses to identify ways they can
improve their impacts on the people and places they work and lisadiherebybecome more
valuable and valued membefssociety

! The Working Group on Social Responsibility (WGSR) that created ISO 26000 included six stakeholder groups:
industry, government, labor, NGO, consumer, and SSRO (service, support, research and others).

4
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Key Elements of ISO 26000:
Stakeholders, Core Subjects and Reporting

1) Stakeholdersare those people and groups that are affected by the actions of your business.
These can include workers, suppliers, community residents, consumers, and investors.
Communicating with them is one of the best ways a business can find out where it is doing
good job, and where it could improve.

2) Core Subjects

ISO 26000 identifieseven core subjects thaicially responsible businesses should address.
Implementers of ISO 26000 should evaluate their actions in each of the core subjects, to identify
what they are doing in their current practices, and to set priorities for improvements.

Community
Involvement &
Development

Fair Operating/ Consumer

Organizationg|
Practices Issues

Governance Human Rights | Labor Practice s Environment

1 Organizational governancé practicing accountability and transparency at all levels of
your organization; using leadership to create an organizational culture veeisicare
values of social responsibility when making business decisions

1 Human rightsT treating all individuals with respect; making special efforts to help
people from vulnerable groups

1 Labor practices providing just, safe and healthy conditions farkers; engaging in
twoway di scussions to address workersod conc:¢

1 Environment identifying and improving environmental impacts of your operations,
including resource use and waste disposal

1 Fair operating practiceg respecting the lawgracticing acountability and fairness in
your dealings with other businesses, including your suppliers

1 Consumer issues providing healthy and safe products, giving accurate information, and
promoting sustainable consumption

1 Community involvement and developmeéngetting involved in the betterment of the
local communities that your organization operates in; being a good neighbor

See Part ItIThe Seven Core Subjects (pages33yfor more explanations, and for action
suggestions.
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3) Reporting

This is a valuable tool for engaging stakeholders and for promoting your achievements.
Implementers of ISO 26000 should report on activities and decisions in as many of the seven
core subjects as they can. If they do not address a core subject, thay. ndgdekplain why

they omitted it, and (2) include it in a plan for consideration in the fu@mepage 21

ECOLOGIA explans how to reparon your CSR efforts.

Thirdparty involvement or fiattestationslo can str
responsibility claims more credible to reviewers and to the public.

While ISO 26000 is not designed for certification, it provides a framework for implementers to
use various third party verification mechanisms, including formal certification to démetasds,

to enhance the credibility glarticular claimsmade within the 1ISO 26000 reporting framework

For example, quality claims could be backed up by ISO 9000 certification; food safety claims by
regional or national organic certification.

I 17T 0A AAT OO OEA OAOI O O#320d6 A

Corporate Social Responsibility (CSR) is the traditional way to refer to the role of a business
contributing positively to the larger community in which it operates. 1SO 26000 usehe term
031 RRAOPIT T OE Ath tefer@lhis cgn@pt,@ show that its guidance can be used by
all kinds of organizations. However, since this handbook is designed especially for the need:
I £ Ol Al AT A T AAEOI OEUA A o&d fdndialdy xA E
throughout.
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PART Il:

IMPLEMENTATION WORKBOOK
FOR ISO 26000

This workbooks houl d be compl eted by your businesso:
be effective if itis filled out by one individuahecausghe success of ISO 26000 depends on team &ffc

There are sistages in the process

Your Current f Olf\{ﬁgjgtg/gn Engaging Your Plans for Public Claiming
Picture Core Subjects Stakeholders Improvement Reporting Credit
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éu?(rglrj]; fofzﬁgjgtg/gn Engaging Your Plans for Public Claiming
e Core Subjects Stakeholders Improvement Reporting Credit

1. Your Current Picture

First, describe your business.
a) Whatdoesit do, whatdoes it produce and sell, who does it employ, and where is it located?

b) Who are your key business partnesuppliers, customers, etc?

Second, explore what social responsibility means to you.

a) What does a figood companyo | ook Iike in your
What should it pursue in addition to generating profit? What apeiitsiples and actions?

Note: This may include both obvious and |
not-so obvious efforts. For examplgmu may |
havean environmental management office, ¢
assign environmental management tasks to |
an employee This is an obvious effortFor

an example of anot-soobvious effort you

b) Does your business strive to meet that ideal? !
1
1
|
1
1
1
1
:
1
' may consistently promote employment of
1
1
|
1
1
1
1
1
|
1
1

If yes, how do you do that specifically?
If not, what obstacles prevent you from pursutimat
ided?

|
|
1
:
minorities or vulnerable populations, and :
tolerance in the workplace for them by all :
employees, but you may not have a human |
rights office ora single individual responsible |
for this principle. |

|

|

91 60 ) AAAT AT A )3/ comnng 7EAO0B80
Your answers on this pagenay indicate that your business already practices social responsibility, perhay
without ever giving it this name. In fact, CSR in practice often grows out of human instincts to be fair ar
helpful to neighbors. 1SO 26000 provides a framework for you timke the next steps: to think more
deeply and to act more thoroughly. ISO 26000 will help you to organize your CSR efforts systematically
evaluate your progress and effectively tell others about your achievements. Therefore, ISO 26000 is
supportiveofal A AT I 1 Al AT OAOU OT Ul 00 A£EAI 000 O1 AAA]
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Your Curren éﬁ%’:lg‘g{\'lzg Engaging Your Plans for Public Claiming
Picture Core Subjects Stakeholders Improvement Reporting Credit

1. Evaluation for Each ofthe Seven Core Subjects

In this section, you will evaluate your situation for each of the ISO N
Take the time to learn more

26000 seven core subjects. Again, for some core subjects, you w

identify what you are already doing. For the other core subjects, }

can examine suggestions for fidwactions

1
|
about theseven core subjects; |
seepages27-33for more :
I . .
+ information on each of the seve!
. core subjects. .
DFi || in Table 1, Al mportance of Core Subject.
How important is each of the seven core subjects to your business and its social responsibility?

Check thecore subjecareain which you are already taking actions.
Tablel Al mportance of Core Subjects for

No&=1A Already in
important Action

Core Subject Important

Organizational governance
Practicing accountability and transparency at all levels;
leadership promotes responsibility

Human rights
Treating all individuals with respect; making efforts to help
members of vulnerable groups

Labor practices
Providing just, safe and favorable conditions to workers

Environment
Identifying and improving environmental impacts of your
operations, including resource use and waste disposal

Fair operating practices
Respecting the law; treating all partners fairly, including
your suppliers

Consumer issues
Providing healthy and safe products; giving accurate
information on their use

Community involvement and development
Being involved as a good neighbor in your local community

10
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Your Curren %rfﬁglgit\l/zrr]] Engaging Your Plans for Public Claiming
Picture Core Subjects Stakeholders " Improvement Reporting Credit

Filling out Table 1 should have helped your entire management team to be more comfortable
with theimportanceof the seven core subjects for yduusiness. If you have not achieved a
consensus on these topics, take time to discuss this further, before moving on to Table 2.

2) Next, in Table 2, write what you are already doing for each of the ISO 26000 core subjects.

Tabl e 2 ACSR iRriogreasmsAlarneda dyc Est abl i sheq

Core Subject

Organizational
Governance

Human rights

Labor practices

Environment

Fair operating practices

Consumer issues

Community involvement
and development

11
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Your Current fzorla\:glgzt\'/z?] Engaging Your Plans for Public Claiming
Plcture Core Subjects Stakeholders " Improvement Reporting Credit

3) With your management teameadii | S O 2Th&® Ikken Core Sudnts for Social
Responsibilityo (Part 133).IPayparticdlanattentioh @ theldstmro k , o0
suggestions listed under each subject.

1 Circle action suggestions that you are already doing. 1SO 26000 has now helped you to
identify socially responsible actions that you should take credit for. Check to leaure
you haveikted these in Table 2 on page &fhd add in to Table 2 any actions that you
had missed.

1 Identify and highlight suggestions that you do not practice at this time, but might want to
include in plans for the future. Be realistic about wmat can accomplish with your
resources.

1 Leave unmarked, or cross out, any action suggestions which do not apply to you or which
you feel you cannot implement.

4) Begin outlining your internal confidential working documents alyout CSR actions.

Your first step i s .tUsetheiomfdaircmha tai dirg aipn ahab lyes i 5,0
Core Subjects for Our Business, o0 and Table 2,
Established .in Our Businesso

1 Identify core subject areas where you can addresg .
missed opportunities to improve your business A gap analysis focuses on the

model A g a @r distance, between what
1 Identify core subject areas where you are expose| You are presently doing and wha
to risks that haveot been properly planned for. you want or need to do.

1 Refer back to Table 1 (page)l1Qsingyour gap
analysisjdentify and highlight any core subjects
where you have noticed room for improvement.

After you have identified places where you have these gaps, yaecalehow and when to
address them.

This process magisohelp you to anticip@&how your stakeholders and the public will engage

with you. That is why this internal assessment step comes before the following sections, on
stakeholder engagement, plans for ioy@ment, and public reporting.

12
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Your Curren, , Evaluation 3. Engaging Plans for Public Claiming
Picture el e Your Improvement ~ Reporting Credit
Core Subject Stakeholders

3. Engaging Your Stakeholders

AEngagi ng vy o u havisgttwaokvay ldiscusdians vatio them about how you and
they can best work togetheii helps you to understand how others see you, and is a logical next
step after your inérnal evaluation.

e g Z Stakeholders are people or
~

groups who are affected by the
actions of your business. Ofter
they also have the ability to
affect you. This is why ISO
26000 emphasizes stakeholder
involvement.

You may find that stakeholder engagement is new, challenging, even intimiddomgver,
stakeholder engagement can bring great restargour business. To catch a glimpse of such
reward, seeifiRe&lixalmpl esd on the next page.

To benefitfully from this processjou should proceed with this phase of ISO 26000 in a
manner that is comfortable for your management team.

1 Do not attempt to engage all stakeholders on all issues at the beginning
1 Prioritize core subjects and related stakeholders
1

Focus on areas where you and your stakeholders can most realistically move forward
together within the limits of your and their resources.

The nextseverabpages will walk you through the process of stakeholder engagement.

13
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Your Currenn, , Evaluation 3. Engaging Plans for Public Claiming
Picture el e Your Improvement ~ Reporting Credit
Core Subject Stakeholders

Real Life Examples
How Stakeholder Engagement Can Help Your Business

The foll owing are real | i f e ex anTpdse s
examples show specific ways that stakeholder input helped business management
build value for their companies, and to atioubling situations and bad publicity.

1 In Russia, a quality management team reduced defective product rejections, and tt
reduced manufacturing inputs and waste disposal costs significantly, after consultir
with factory workers.

1 Inthe United Sties workers informed owners about needlessly unsafe working
conditions that managers had been tolerating, and which could have resulted in se
and costly injuries; the owners fixed the problems.

1 In Europe customers had good ideas for new or substitute manufacturing arputs
processes that could redummssts and increase the value of the products, but before t
Astakehol der engagemento, the cust ome
manages.

1 Inthe United States, community members, other businesses, and officials got toge
find ways to partner to reduce transport costs.

1 In Russia, community residents were worried about water pollution from a local
business. The business executikad not really known how concerned the residents
were, until meeting with them. Once they started talking directly with the business
executives, the community residents said they wanted to work together with the bu
and with local officials, to redie the pollution. They wanted to ensure that the busin
stayed economically healthy, providing jobs. The residents did not want the busine
spend money on fines that woul dnét so

14
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AN
Evaluation 3. Engaging . -
Your Curre Plans for Public Claiming
Picture > EIANE Sever> Your > Improvement> Reporting> Credit >
s

Core Subjec/t’ Stakeholders

DFirst,tident i fy your bu siithe pepgefosgroaps who aré afféctecby the
actions of your business. Write their names in the appropriate boxes of TaBtai3and your
management team shoulscliss what core subject@ach group of your stakeholders is most
involvedwith, in their relationships with your business. For each group you identify, determine
whether you know of any unmet needs they have that you might be able to meet.

Table 3 AStakeholder and Core Subj e

Core .
Subjects o _ _ Community
Organizational . Labor . Fair operating| Consumer | involvement
Human rights Environment : .
practices issues &

development

governance practices

15
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Your Curreny, , Evaluation 3. Engaging Plans for Public Claiming
Picture el e Your Improvement ~ Reporting Credit
Core Subject Stakeholders

2) Start with one or two topics and stakeholder groupsfind a comfortable meeting place for

an informal discussion, and get feedback on your current situation. The goal here is to establish
trust and start a dialogue. Engage your stakeholders to work with you to build consensus around
your successful corpate social responsibility efforts, and to suggest ways to improve. Explain
your viewpoints, andisten to theirs. NOTE: Especially f this is your first time engaging
staleholdersseefiHow to Begin the Procesegpages 1718).

3) During your meetings with stakeholders, and in your internal discussion afterwards, use
the information you obtain to
1 identify opportunities for new products, customers, programs and/or community
involvement, and
1 identify areas where you may be vulnerable @)rdue to stakeholder dissatisfaction,
or to the impact of accidents, natural disasters or other problems on your business.
By engaging a larger variety of stakeholders, you increase your chances of understanding
their needs and thus increasing yoompetitiveness.

4AH)Us e st akehol d-exaning subjectpareas that gou may have ignored or whose
importance you may have underestimated in your internal review and gap analysisRefer
back to Tabl eCote Sibjectsfor Our Busises¢page 10)Ta bl e 2 ACSR
Programs and Activities Al(pagedlpypd TebteBa bl i shed
NSt akeerhoalndd Cor e S (page @and make cHarsybsasneared.

5) Beginoutlining a plan for improvement (see Section 4n pagel9).

6) Show that you are a responsive partner, and establish good working relationships
1 Communicate back to the stakeholders with whom you letehem know how you
have used some of their ideas in your plans for improvement;
1 In your public reportingsee Section bn page 2], include an explanation of the role
of stakeholder engagement. This is an important part of using ISO 26000 to bring
about continuous improvement.

16
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Your Curren, , Evaluation 3. Engaging Plans for Public Claiming
Picture R Your Improvement ~ Reporting Credit
Core Subject Stakeholders

Engaging Your StakeholdersHow to Begin the Process

Engaging stakehders should be one of the most valuable activities associated with ISO 2€
It may also be one of the most challenging activities if you do not prepare a good plan. Th
suggestions are intended to make stakeholder involvement productive and colaborat

mlﬁ

1) Establish rules for a stakeholder engagement meeting

Distribute the rules in written form and review them at the start of the meeting. Make sure
your management team understands the rules before the meeting; they must model collak
behavior. Suggestions:

1 If you identify a problem, suggest a sadurt.

9 Listen respectfully.

1 Avoid angry statements.

1 Engage other speakers by confirming where you are in agreement. This is a great
begin speaking: Al agree thatéo A
if and where you disagree.

1 Try to see the perspective of those with whom you disagree. Show that you unders
by restating or confirming what you think the speaker said even if you disagree.

2) Start within your company for the first step

Make your first stakeholder involvementstn internal meeting within your compaiyolve

a stakeholder group and potential topic of discussion that will allow you, your managemen
team, and the stakeholders to walk into the room expecting that it will bewaimvsituation.
Avoid a highly cottroversial topic.

For example, meet with employees to discuss how to reduce waste in production, reduce
disposal costs, save expenses, and make your company more competitive. This topic sha
introduce conflict. When everyone leaves the meggth participants should feel that they
solved a problem by working together and that the company is stronger. (Be sure to tell
stakeholders that their contributions are valuabknd when they are valuable.)

17
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Your Curren, , Evaluation 3. Engaging Plans for Public Claiming
Picture e SR Your Improvement Reporting Credit
Core Subject Stakeholders

Engaging Your Stakeholders: How todgjin the Process;ontinued

3) Start with the already known

Make your first public stakeholder meeting with community members or customers an
announcement of an action that you are prepared to take in response to a concern that
already know they havén this way, yu will signal your willingness to take action.

Make the announcement as a suggestion, not as a final decision. Ask for their feedbac
suggestions in making your activity more effective.

Explain that your company wants to be sociaflgponsible in a way that helps customers
the communityandthatit is most likely that the company can act in the future when both
public and company benefAsk participants to suggest other ways that you can work
together.Do not immediatelyaccept or reject any suggestion. Respectfully gather input f
future discussions and take time to reflect before a fellpuneeting.

4) Go to the next stage when you are ready

As your companyO0s management team becor
engajement process, be prepared to address issues that may involve serious differenct
conflictinginterests. These may involve pollution concerns of the community, labor
conditions, or quality or safety concerns of suppliers and customers. Such concbatyp
cannot be resolved in one stakeholder meeting. You may need to gather inforaratitme
have your staff research technology and costs associated with solutions. It is often a gr
wonderful surprise when you ask those expressing a coifitbay can help to identify
solutions. Retired workers, community members, academics, and officials often have a
to creativeideasthat nobody had thought of befofighese stakeholders can be very import:
members of problem solving teams. Involvihgm as outside members of your problem
solving teamalsobuilds trustbetween your business and your stakeholders

5) Reflect on and continually evaluate your stakeholder process

At this stage, you may consider lettilogver level managers who have a taléor
communicatiortake thdeadin the process. As a high level manager or fowoderer, you
may want to step back and listen. This wlBomodel your openness to new ideas and
changewithin your company

18
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4. Plans for Improvement

After you have evaluated your current situation, and engaged your stakeholders in discussion,
you will have many ideas about new ways to build on your achieven@netsting plans for
action is your next step toward improvipgur corporatesocial responsibility.

Step 1: Identify key issues and core subjects for yo@SR improvemens

When doing this, consider the following three factors:
1 theimpactsof thechangesyou are considering
1 yourcapabilityand resources to carry out the
changes
1 thevisibility of thechangsyou are considering

e

Which impacts of your current businesgivities are most urgent and important for your
company to address? Consider the needs of your stakeholders, the potential benefits to \
company of addressing these needs, and the potential risks to your company of not addre
these needs.

B Capability

CSR improvements cainvolve :
making changes irthe way yau do |
business, and/or creating new |
projects or products to meet newly |
discovered needs. :

1 Human resources identify employees and/or potential partners with expertise to addre
your specific CSR issues

1 Financial resourcesdetermine sources and amounts of funding to support your efforts
Whatever you plan, make sure that you allocate enough resources to carry it out well,
better to start small, and be successful, than to be too ambitious fauyoemt resources.

1 Commuity resources consider involving partners in your supply chain, industry groups

neighborhood organizations, community infrastructure, etc.

How much visibility will your first CSR efforts receivePeople areften inspired to join in
oncethey seesomething new and interesting underveaglhave the chance to learn about it.
Visible improvements aainspire confidence of stakeholders, gain support from within your
own business, and build momentum for futuepst Effective use of visibility will encourage
continuous and sustainable improvement of CSR in the long run

Note: Visibility is different from public relationsSimplylabeings o me pr oj ect s
promotng them for advertising purposesnotatrue CSReffort, andthuswill not achieve the
desiredoutcomss.
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Step 2:How to chooseyour first CSR changes

When choosing your first CSR changes, keep in mind that some changes may have substantial
impacts but are beyond your current resources. Other changes may be highly visible to the public
yet bring little impact. For your CSR efforts to be sustainablkeeimimpact, funding and

support, it is important to consider all three factfrgnpacts, capability and visibility

Foryour first CSR changespnsider choosingne or twassuedrom the centewhere the three
criteria overlap. In this way, your firefforts will deliver impactsbewithin your capabilityand
achievesufficient visibility to publicizeand gain support

Choosing Your First CSR Changes

Candidates for yout
first CSR changes;

Step 3 Draw up your action plan

When you draw up your plan of improvement, be sure to

1
1
1
1

T

identify the core subject(s) you are addressing

explain the goals (impacts) you want to achieve with the plan

keep the plan realistic

allocate enough resources (money, time, people with atytkothin your organization)
to make it work

set a deadline for plan completion and evaluation, including reporting back to your
stakeholdes

This planwill become part of futureublic reports and stakeholder engagement. Your
management team, stakeholders, and attestors can use this to evaluate your commitment to
continual progress in implementing principles of corporate social responsibility.
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