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[bookmark: _Toc231481435]Introduction
This guide and template have been designed to assist suppliers to establish a register to record the training undertaken by their employees on the topic of Modern Slavery. 
The template may be adjusted in terms of what content is stored, dependent on the business needs of the organisation, including size, number of employees, revenue, available resources etc, along with compliance and privacy requirements. 
Where HSV requests you to provide a copy of your training records for purposes of complying with the HSV Mandatory Minimum Standards, HSV has asterisked the headings in the template to indicate the information required under the request.
Whilst this is a guide a supplier may have an alternate recording process.  
[bookmark: _Toc231481436]Purpose
The purpose of maintaining training records is to provide visibility and to track training that your employees have undertaken. This may be required from a compliance perspective; to meet HSV’s Mandatory Minimum Standards; to demonstrate continuous improvement under the Modern Slavery Act 2018 (Cth) (as applicable), and also to show commitment to global human rights principles.[footnoteRef:1]  [1:  For example, the United Nation’s Guiding Principles on Business and Human Rights, page 17. ] 

It also demonstrates that, as an organisation supplying under an HSV collective agreement, you are adhering to the commitments set out in your modern slavery or human rights policy, Modern Slavery Statement, risk assessment response or any other commitments made in relation to your organisation’s training. 
The template below reflects the headings HSV would ordinarily expect to see when requesting a sample of your training records. Your internal organisational requirements may differ according to internal policy or other compliance-related stipulation, and the template is not expected to contradict or amend these. 
[bookmark: _Toc231481437]What to include in your record of training
For purposes of responding to a request from HSV to provide a sample of your organisation’s training record, please see the fields below that HSV would ordinarily expect to see addressed when the training record is provided. 
Individual: name of individual who completed the training. Note that when providing a sample of your training record, all individual names must be deidentified, as required under relevant privacy laws. For instance, instead of including the individual’s name, you would insert ‘X1’ to indicate the training record for the (de-identified) individual.
Title/position: the title of the person who completed the training. This is important to provide an indication of who receives training across different levels of the organisational structure. This information should be de-identified when the record is provided to HSV.
Company division: what division or organisation area does the role belong to e.g., procurement, compliance, legal, sustainability. 
Training format: in what format was the training provided, e.g., online, in-person seminar. 
Training topic: what was the topic of the training received? Was it a refresher, introduction to modern slavery, etc. 
Date of training: this keeps track of when an employee has completed training, and when any updated/annual etc, training may be due, in line with organisational policy.
Your training record may also include the following information:
Voluntary or mandatory training: if certain employees are required to complete training as part of their role description, this should be noted in the training records. Voluntary training can be a good indicator of employee engagement on this topic, and it also aids in keeping track of which employees have completed their mandatory training obligations.
Internal/external provider: suppliers may have developed their own internal modern slavery training. Others may source training from external sources.[footnoteRef:2]  [2:  HSV offers free modern slavery training modules for suppliers, their employees and their supply chains.] 

Details of training provider: where an external provider was used, this information may provide further context to what training is covered.
Completion documentation attained: it is good practice to request a certificate of completion following training and /or for the individual to keep this documentation on file. This may help with the development of training records, as the completion documentation may have the above information included and can be a good place to start.
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As noted above, the records should be kept in accordance with your privacy and compliance-related obligations and provided on request. A training record template is provided on the following page for guidance, which can be used by your organisation to provide a sample of your training record to HSV. The template may be adapted to suit your organisation’s profile including size, revenue, and available resources. 
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[bookmark: _Toc231481439] Sample Template
	
	Individual (de-identified)*
	Title/position
(de-identified)
	Company division*
	Training format*
	Training topic*
	Date of training*
	Voluntary or mandatory training?
	Internal/external provider?
	Details of training provider
	Completion documentation attained? (as appropriate) 

	Individual 1
	Employee 1
	Head of Procurement
	Procurement
	Digital
	Modern slavery risks in supply chains
	12/06/2024
	Mandatory
	Internal
	
	Yes

	Individual 2
	Employee 2
	Business Analyst
	Finance
	In person - conference
	Sustainable supply chain reporting
	18/05/2026
	Voluntary
	External
	
	No



(*) Marks the fields that are mandatory. If a request is received from HSV to provide training records, the fields marked with an asterisk will be mandatory for completion and return.
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