






Training Manual 
for the Delivery of the 
FSC CoC Core Labour Requirements (CLR) Auditor Training Course


1. Terms and Definitions
For the purposes of this Manual, the terms and definitions provided in FSC Glossary of Terms (FSC-STD-01-002), Conformity Assessment – Vocabulary and General Principles (DIN EN ISO/IEC 17000, 2004), and the following apply:
1.1. [bookmark: _heading=h.a03bl52toyux]Blended Learning: An approach to learning that combines online educational materials self-study and opportunities for interaction online with traditional place-based classroom methods.
1.2. Competence: The demonstrated ability to apply knowledge, skills, and personal attributes in order to achieve intended results (adapted from DIN EN ISO/IEC 17065,2013-01).
1.3. On-going training: Training each qualified auditor shall undergo on an annual basis. This training is about changes in the FSC system or according to the needs of an individual auditor (cf. Annex 2 of FSC-STD-20-001 V 4-0 for more details).
1.4. Days: Timelines mentioned in this procedure in days refer to business days unless otherwise specified.
1.5. FSC auditors: Auditors qualified for auditing against one or all FSC scopes (specification about qualification requirements cf. FSC-STD-20-001 V4-0, Annex 2)
1.6. FSC Training Programme: A framework that encompasses implementation requirements (Part 1 of this procedure) and content requirements (Part 2) for ‘FSC training’ (cf. Annex 2 of FSC-STD-20-001 V4-0). Part 1 gives requirements for initial training of FSC auditor candidates and for on-going training of FSC auditors. Part 2 is only about initial training.
1.7. Lecture: The delivery of information or of theory to a group of people. Unlike training, a lecture does not focus on active trainee involvement. 
1.8. Live Online Training (LOT): Training events organized in a live virtual meeting platform, where participants and trainers meet together to interact with voice and video. Both trainers and trainees must be online at the same time. 
1.9. Onsite: The attendance of a training event with live lectures and the participant present either physically in person or physically through video conference means. 
1.10. Trainee: Any person participating in a training course.
1.11. Training: Interactive (sequence of) session(s) delivered by at least one trainer. While lecture(s) may be part of training, it is only one of a set of varied methods (e.g. discussion rounds, role plays, case studies, or individual and group work) used for the active engagement of trainees for the development or improvement of their competence(s).
1.12. Trainer: An experienced auditor competent in auditing against FSC scopes with an additional competence in delivering the core content of the FSC Training Programme
1.13. Training Provider (TP): An entity that delivers part or all of the FSC Training Programme. This may be an accredited certification body or an external training service provider.




2. Purpose and Scope 
2.1. [bookmark: _heading=h.nndkw6i147f3]This Manual provides instructions for training FSC Chain of Custody (COC) auditors to enhance their competence in auditing FSC COC Core Labour Requirements (CLR) during FSC COC audits. The Manual provides guidance to Training Providers (TP) in planning, preparing and conducting the FSC COC CLR training course. 
2.2 The introduction of FSC Core Labor Requirements in the FSC Chain of Custody (COC) Standard highlighted gaps in auditor competence and training. Studies and workshops by Assurance Services International (ASI) identified key challenges, including difficulties in auditing certain CLR requirements, weaknesses in Certification Body (CB) systems, and inconsistencies in auditor training. To address these issues, a specialized training course was developed for FSC COC auditors, TP, and CBs. 
2.3 The objectives of the training Manual are to: 
a) increase the knowledge of auditors and certification bodies of the FSC CLR and relevant / associated International Labor Organization (ILO) conventions;
b) provide guidance for auditors and certification bodies to assess existing legal gaps and potential violations of fundamental rights in territories of their operation with respect to FSC CLR;
c) provide basic knowledge of checkpoints during the audits and how to identify potential CLR-related risks in certificate holders’ profile; and
d) provide guidance for preparing the CLR part of an FSC CoC audit, including indications on time assignation.  
2.4 The overall aim is to increase the competence of FSC CoC Auditors, providing them with the basics of social auditing and how to use these in FSC COC audits for auditing Core Labour Requirements (CLR) based on the FSC COC normative CLR requirements. 
2.5 The different parts of this Manual support the overall planning of the training through a step-by-step approach, including templates that can be used directly by TP or adapted as required. 



3. General Principles
3.1. The following Manual specifies implementation guidance for delivering the FSC COC CLR training course.
3.2. This training course may only be delivered by FSC-accredited certification bodies, or approved FSC Training Providers (approved under FSC-PRO-20-004 V1-2). Throughout this document these two entities are referred to as ‘training providers’ (TP).
3.3. The training course will be added to the scope of the Training Providers’ approved courses and therefore subject to ASI monitoring and surveillance, following relevant ASI procedures (ASI-PRO-20-115-Evaluation and approval of FSC training providers). 
3.4. It is recommended that the training course is carried out as a Blended Learning, whereby the Preparatory pre-course material is provided in an appropriate learning management system (LMS) platform (e.g. TalentLMS, Ispring, Moodle, Survey Monkey, Brainshark, etc.) and an interactive session is provided through one of the following approaches:
a) In-person;
b) Live Online Training (LOT).
3.5 The minimum course duration should be 8 hours in-person or LOT. Pre-course preparation time is NOT included in the 8 hours. 


4.  Trainer Competence guidance for CLR Auditor Training

4.1. The TP should maintain a list of trainers competent to provide the FSC CLR training.
4.2. To deliver training, the trainer is recommended to meet the following qualification and competence requirements: 
a) Be a qualified and approved FSC CoC auditor, with a valid qualification. 
b) Have experience in conducting social audits in social auditing schemes (SA8000, SMETA, etc.).
c) Have experience in conducting or providing training or competence proven by a tertiary degree in education, previous relevant training experience or by attendance (certificate with content description) of a ‘Training of Trainers’ (ToT) course, according to the content requirements of this procedure.

5. Training Management System 
5.1. The TP may use the current training Manual as it is, or develop written procedures for the implementation of the FSC COC CLR Training in line with the provisions in this Manual. 
5.2. It is recommended that the TP’s procedure includes clear processes and mechanisms for: 
a) The scoping and design of the training event according to the requirements outlined herein.
b) The logistics planning.
c) Content and session planning and adjustment.
d) Use and management of an appropriate Learning Platform for preparatory/pre-course session (self-study).
e) Communication (pre- and post) with participants.
f) Learning environment and Event facilitation / delivery.
g) Evaluation and Certification of trainees.
h) Post training follow up.
i) the collection (and integration) of regular feedback from trainees and their trainers.
j) the integration of new requirements, interpretations or changes made by FSC to its normative documents into the content of the TP’s training courses and training materials.
k) the storage and management of records related to the fulfilment of the requirements for training outlined herein.
l) the selection, monitoring, and evaluation of trainers.




6. Recommended process for FSC CLR Auditor Training

	Process step
	Recommended approach

	6.1 

Scoping, Planning and Logistics of the Training Event   



	6.1.1 Scoping: It is recommended that the TP ensures that the scope of the training event is adequately defined and adapted as follows:
a) The target group is for FSC COC auditors, as the course requires appropriate knowledge and understanding of FSC COC requirements and auditing. 
b) The training duration should be minimum 8 hours.
c) [bookmark: _heading=h.7w8ohdh4w5rk]The training approach should be either fully in-person or as LOT (Live Online Training).

6.1.2 Training Event Planning: The TP may plan each training event as follows: 
a) Location and logistics should be organized and confirmed well in advance, giving ample time for pre-course sessions. 
b) Competent Trainers and co-trainers should be assigned. 
c) A participant list should be created and all relevant information filled out. 
d) Training facilities (meeting rooms + breakout rooms) should be organized well in advance. 

6.1.3  Before the in-person sessions or LOT, the following should apply:
a) The TP should provide the preparatory/self-study material (Annex 1) in an appropriate Learning Platform, where users can access the material in a learning format.
b) Preparatory/self-study session may be concluded by a pre-course quiz.
c) Attendance of the in-person or LOT session may be subject to completion of the preparatory session and the pre-course quiz. 

	6.2 

Training Content and Session Plan adaptation
	6.2.1 The TP should adapt the objectives, contents and session plans based on the target groups and logistics, well in advance of the date of the event. A proposed Agenda, Session plan and Contents (as well as associated material e.g. exams, certificates, case studies, etc.) of the FSC COC CLR training course are included as part of this Manual as a guidance for Trainers. 

6.2.2 The TP should:
a) Determine the daily start, end, and breaks of training event.
b) Define the training approach and session formats (In-person or Live Online Training).
c) Adapt the session plans and agenda to suit the chosen duration and format. 
d) Determine the Icebreakers, Interactive elements and Focus Games to be used for the training event. 
e) Determine the equipment, moderation material and interactive team game material(s) needed. 
f) Define and adapt the pre-course material for participants’ self-study and preparation.
g) Adapt and create a detailed Session Plan including: schedule, activity, responsibility, preparation + material and room set up. The session plan should clearly identify the roles of the trainer (and co-trainer, if applicable). The session plan should maintain the structure and contents proposed in Annex 2 of this Manual.
h) Adapt and create an agenda for the event adapted to the participants backgrounds. The agenda should maintain the structure and contents proposed in Annex 3 of this Manual
i) The training contents should be the same contents provided as part of this Manual. See Annex 7. Slight modifications can be made to reflect updates from FSC or based on case studies used or any other changes related to the FSC CLR. 
j) Create the exercises, quizzes and handouts, if needed. 
k) Create links for the Pre- and Post-Questionnaires.

	
	

	6.3 
Communication
	6.3.1 The TP should communicate with the participants as follows:
a) A welcome email / communication should be sent to the training participants well in advance, giving ample time for pre-course sessions. This may include a confirmation of the training objectives, the training approach and upcoming steps, as well as all necessary preparatory resources;

b) The TP should communicate the following to the participants: 
i. A draft agenda;
ii. Logistics information;
iii. Preparatory or Self-study materials and clear instructions about preparation requirements (e.g. participants are required to complete pre-course exercise before in-person sessions);
iv. Any links to E-learning material (where applicable);
v. Links to the Pre-course Quiz indicating a clear deadline and clear statement that it is a pre-requisite for in-person admission;
vi. Links to the pre-course questionnaire with a clear deadline for response; 
vii. For LOT, meeting links and calendar invites should be communicated to the participants. 

	6.4

Learning Environment
	6.4.1 The TP should ensure the following learning environment:
a) For Blended Learning: an appropriate learning management system (LMS) platform (e.g. TalentLMS, Ispring, Moodle, Survey Monkey, Brainshark, etc.) and format should be used for the pre-course session and self-study material. 
b) Access to platform is provided well in advance, giving ample time for pre-course sessions and the TP should ensure that participants are provided access to the full preparatory material (Annex 1) and pre-course exercise. 
c) The TP ensures that records of learner usage of the chosen platform is verifiable. 
d) The pre-course exercise results are available to the trainers prior to the training event date. 
e) During the training event (In-person or LOT), a Parking-Lot or Follow Up To-Do digital system (e.g., Miro, Mentimeter, Padlet, etc.) or a physical board (poster, pinboard/flipchart) is created. 


	6.5

Training Delivery, Methods, and Feedback Collection
	6.5.1 The TP should deliver the course in line with the following guidance:
a) All Learners complete the pre-course exercise/quiz before attending the Onsite sessions (in-person or LOT).
b) The training Pre-course questionnaire (included in Annex 5) is completed by all participants prior to or ,at the latest, at the start of the training event. Results can be discussed at the beginning of the training event.
c) Training sessions (training events) are conducted according to the prepared session plan.
d) Training sessions are conducted according to the prepared agenda. 
e) The training contents are presented following the lecture notes and material provided as part of this Manual.
f) The exercises and interactive elements are carried out according to the session plan description and materials provided as part of this Manual. 
g) Trainees are required to be present for at least 95% of the full duration of the training.
h) Training attendance records are kept. 
i) The training Post-course questionnaire (included in Annex 6) is completed by all participants during the onsite session. At the end of the session, trainees are given time to fill out the Post-course questionnaire during the training session. 
j) Both Pre-course and Post-course questionnaires use the same data measurement scales, in order to facilitate comparison of the results. 
k) The Pre-course questionnaire and Post-course questionnaire results are compared to evaluate the level of achievement of learning objectives. Results are shared with trainers for the purposes of learning and improvement. 

	6.6

Trainee Evaluation & Follow-up
	6.6.1 The TP should ensure the following evaluation and follow up:
a) At the end of the training event, a follow-up written communication should be sent to all participants with details about the evaluation/exam format and process. 
b) All participants should be evaluated after the training event through a final exam. A pass mark for this final exam should be defined (for example,  70% or more).
c) The TP may use the course exam questions provided by FSC for evaluation of participants (Annex 8). 
d) The participants should take the final exam no later than 2 weeks from the event end date. 
e) The results of the exams should be provided to the participants no later than 2 weeks from the date the exam was taken.
f) The TP may use any reliable platform for the final exams. The TP may also choose to administer the exams during the in-person or LOT session, but  this should not be included in the minimum course duration (8 hours). 
g) Participants may be allowed one re-examination opportunity within a given timespan (e.g. four (4) weeks of completing the previous exams), and a different set of questions should be used.

	6.7
Certificates
	6.7.1 The TP should ensure the following: 
a) Issue a certificate to all successful participants who achieve the pass mark. 
b) The training certificate template includes the proposed contents (Annex 4). The TP may add any additional notes as needed, but should maintain the format and minimum contents. 
c) The TP may use any reliable platform to generate and issue certificates, as long as this meets the content requirements of the certificate template proposed in Annex 4.

	6.8

Records
	6.8.1 Records should be maintained for each FSC CLR training event. These should include:
a) List of trainees including their qualification status
b) Training attendance records,
c) Initial communications with trainees.
d) Records of completion of the Pre-course session and quiz.
e) Training agenda.
f) Feedback forms filled out by participants.
g) Evaluations (marked exams).
h) Certificates issued to successful candidates.






[bookmark: _heading=h.2u53bxfkl1e3]Annex 1: Pre-Course material List (for self-study and preparation of participants)

NOTE: This Annex contains important preparation resources and materials, to be reviewed and studied by participants prior to an onsite training event.

Mandatory Pre-Course Materials
1. FSC CoC CLR Auditor Training - Pre-Course Preparation slides - Module 2
2. FSC CoC CLR Auditor Training - Pre-Course Preparation slides - Module 3
3. FSC CoC CLR Auditor Training - Pre-Course Preparation slides - Module 4

FSC Resources 
NOTE: The FSC resources referenced with hyperlinks provide the most up-to-date requirements at the time of publication. Any updates, such as new versions, will be made available through the same hyperlink. The FSC resources are summarised here to ease the overview and access to relevant material for the reader.
1. FSC Chain of Custody Evaluation Standard – FSC-STD-20-011 V4-2
2. FSC Chain of Custody Certification Standard – FSC-STD-40-004 V3-1
3. FSC Directive on Chain of Custody Certification - FSC-DIR-40-004 
(ADVICE-40-004-23 and ADVICE-40-004-24)
4. FSC Directive on Chain of Custody Evaluations - FSC-DIR-20-011 (ADVICE-20-011-16 and ADVICE-40-004-17)
5. FSC Core Labour Requirements Implementation Guidance
6. FSC Core Labour Requirements Technical Webinar
7. FAQs on FSC Core Labour Requirements 
8. FSC Core Labour Requirements Self-Assessment Webinar (2021)

ILO Resources
NOTE: ILO resources are referenced as they form the foundation on which FSC CLR terminology and requirements have been built.


	Forced / Compulsory Labour (FCL)
	1. ILO Convention C029 – Forced Labour Convention, 1930

2. ILO Convention C105 - Abolition of Forced Labour Convention, 1957

	Child Labour (CL)
	1. ILO Convention C138 - Minimum Age Convention, 1973

2. ILO Convention C182 - Worst Forms of Child Labour Convention, 1999

	Discrimination
	1. ILO Convention C111 - Discrimination (Employment and Occupation) Convention, 1958

2. ILO Convention C100 - Equal Remuneration Convention, 1951

	Freedom of Association (FoA) / Collective Bargaining (CB)
	1. ILO Convention C098 - Right to Organize and Collective Bargaining Convention, 1949
2. ILO Convention C087 - Freedom of Association and Protection of the Right to Organise Convention, 1948 (No. 87)

	ILO Declaration on Fundamental Principles and Rights at Work
	ILO Declaration on Fundamental Principles and Rights at Work, adopted in 1998 and amended in 2022




Case Scenarios
NOTE: Case scenarious are shared as separate files as part of the training package. 
1. Case Scenarios – Child Labour

2. Case Scenarios – Forced Labour

3. Case Scenarios – Discrimination


4. [bookmark: _heading=h.65aynldak1is]Case Scenarios – Freedom of Association and Collective Bargaining
1



[bookmark: _heading=h.n46fchy80wmu]Annex 2: Session plan 
NOTE: The Session plan is shared as separate file (2.FSC-CLR-Training_Session-Plan_V1-0_EN), and can be adapted by the Trainer to suit the schedule. This document includes example of focus games that can be used in the training. 

[bookmark: _heading=h.ysoheifvfbic]Annex 3: Agenda template
NOTE: The Agenda is shared as a separate file (3.FSC-CLR-Training_Agenda-Plan_V1-0_EN). It is a template that may be used by trainers and can be customised depending on the audience. 




[bookmark: _heading=h.fqc6k59icfxm]Annex 4: Certificate template
NOTE: The Certificate template is shared as a separate file (6.FSC-CLR-Training_Certificate-Template_V1-0_EN). It is a template that may be used by trainers and can be customised. 



[bookmark: _heading=h.x4a3a3hazca4]Annex 5: Pre-course Questionnaire
NOTE: The Pre-course Questionnaire is shared as a separate file (4.1.FSC-CLR-Training_Pre-Course-Survey_V1-0_EN). These can be transferred on to your own platform or the file used as is. 



Annex 6: Post-Course Questionnaire
NOTE: The Post-course Questionnaire is shared as a separate file (4.2.FSC-CLR-Training_Post-Course-Survey_V1-0_EN). These can be transferred on to your own platform or the file used as is. 




[bookmark: _heading=h.98h42yonv0ik]Annex 7: Training Contents and Lecture Notes

[bookmark: _heading=h.7yhl7dikem9z]NOTE: The training contents (modules) and lecture notes (including notes to accompany the pre-course modules) are provided as separate files:
Pre-Course
9.1.FSC-CLR-Training_Pre-Course_Module-2_V1-0_EN
9.2.FSC-CLR-Training_Pre-Course_Module-3_V1-0_EN
9.3.FSC-CLR-Training_Pre-Course_Module-4_V1-0_EN
	
Main Course
8.1.FSC-CLR-Training_Main-Course_Module-1_V1-0_EN
8.2.FSC-CLR-Training_Main-Course_Module-2_V1-0_EN
8.3.FSC-CLR-Training_Main-Course_Module-3_V1-0_EN
8.4.FSC-CLR-Training_Main-Course_Module-4.1_V1-0_EN
8.5.FSC-CLR-Training_Main-Course_Module-4.2_V1-0_EN
8.6.FSC-CLR-Training_Main-Course_Module-4.3_V1-0_EN

Lecture Notes
10.1.FSC-CLR-Training_Pre-Course_Modules_Notes_V1-0_EN
10.2.FSC-CLR-Training_Main-Course_Modules_Notes_V1-0_EN





[bookmark: _heading=h.hsgpyairnbep]Annex 8: Quiz and Exam Questions

NOTE: Questions for pre-course quiz and the final exam are provided as a separate file (5.FSC-CLR-Training_Quiz-and-Exam-Questions_V1-0_EN). These can also be used in digital quiz/exam formats. 
