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GETTING 
STARTED

Compliance training toolkit

Compliance training is a critical investment for many 
mid-sized businesses. With tightening regulations and 
rising enforcement, effective training helps protect 
your people and your bottom line. In fact, companies 
that fall short on compliance can face steep costs 
- the average annual price tag of non-compliance 
issues is around $14.8 million globally, not to mention 
reputational damage and legal penalties.   

The good news is that a well-structured compliance 
training programme can prevent costly fines, uphold your 
company’s values, and foster a safe, ethical workplace. 
This toolkit provides a practical, step-by-step checklist, 
tailored for L&D leaders, HR managers, and compliance 
professionals, to design and implement an effective 
compliance training programme.  

Use this as a vendor-neutral guide to build or refine your 
compliance training, ensuring your organisation stays 
audit-ready and compliant in an ever-evolving regulatory 
landscape.  

Let’s get started. 
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Strategic importance: Careful planning is the foundation 

of any successful compliance training initiative. Mid-sized 

firms often have limited resources for compliance, so it’s 

vital to focus efforts where they matter most. During this 

phase, you need to assess your organisation’s unique risks 

and requirements, ensuring that your training programme 

covers all critical areas without wasted effort.  

Taking the time to plan upfront helps prioritise high-risk 

topics, align training with business needs, and avoid a ‘check-

the-box’ approach. Use the checklist below to map out a 

solid compliance training strategy from the outset. 

 

 

S
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EP
PLANNING YOUR 
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Conduct a Compliance Risk Assessment: 
Start by evaluating where your organisation is most 

exposed. Review your operations and identify legal 

or regulatory risks relevant to your industry. For each 

major regulation (e.g. health and safety, data protection, 

financial conduct), ask: are our current processes 

effective in mitigating risk? Engage department heads or 

your compliance officer to pinpoint vulnerabilities. This 

risk assessment will highlight the compliance topics that 

demand immediate training focus. 

Prioritise Critical Regulations and Policies: 
Given finite time and budget, prioritise training on the 

regulations with the highest impact on your business. 

For mid-market firms, key compliance areas typically 

include HR regulations, financial ethics, data privacy, 

cybersecurity, and workplace safety. For example, in a 

healthcare company, data protection (UK GDPR) and 

patient safety laws may rank top, whereas a manufacturing 

firm may prioritise employee health & safety and 

environmental standards. Make a concise list of ‘must-

cover’ compliance topics based on your risk assessment 

and any past incidents or audit findings. 
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Identify Training Gaps and Past Issues:
Investigate any previous compliance issues, near-misses, 

or audit observations in your organisation. These often 

reveal gaps in employee knowledge. For instance, if there 

was a harassment complaint or a data breach, that likely 

indicates training gaps in those areas. Pinpoint where 

additional training could have prevented problems 

and include those topics in your programme. Also review 

current training materials (if any) to determine what’s 

outdated or insufficient.  

This gap analysis ensures your new programme is targeted 

to genuine rather than generic needs. 

Set Clear Goals and KPIs:
Define what success looks like for your compliance 

training. Goals might include 100% completion of 

mandatory courses by certain dates, improved audit 

scores, or reduced incidents (e.g. fewer safety accidents 

or HR complaints). Establish Key Performance Indicators 

such as training completion rates, assessment scores, 

or compliance audit results. Clear goals will guide your 

programme design and provide a baseline to measure 

effectiveness later.  
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Engage Stakeholders Early:
Planning shouldn’t happen in a silo. Consult with key 

stakeholders such as senior management, department 

leaders, and legal/compliance advisors, to get input on 

training needs and buy-in. Leadership endorsement from 

the start will signal the importance of compliance to the 

whole organisation. Additionally, involving your legal or 

compliance experts at this stage ensures you correctly 

interpret regulatory requirements. They can confirm 

which laws (e.g. UK GDPR, Health and Safety at Work 

Act, Equality Act, etc.) apply and help tailor training 

content to meet those obligations. Early collaboration 

sets the stage for a programme that is both strategically 

aligned and legally sound.
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Strategic importance: With a clear plan and priorities set, 

the next step is designing training content that will truly 

resonate with employees. Remember, generic checkbox 
training fails to engage. The best programmes make 

compliance relevant, interactive, and inclusive. And while 

you clearly do not have endless budgets, by leveraging 

creativity and smart design principles, you can develop 

impactful training without breaking the bank.   

This section provides a checklist to ensure your compliance 

courses are not only informative but also engaging and 

accessible to all staff. Effective design will help embed the 

material in employees’ daily work, leading to real behaviour 

change rather than just one-time knowledge transfer. 

 

S
T

EP
DESIGNING 
EFFECTIVE 
COMPLIANCE 
TRAINING
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Use Interactive, Real-World Content: 
Ditch the dull slide decks of legal jargon. Aim to include 

real-world scenarios, case studies, and quizzes that make 

training come alive. For example, present a scenario of a 

potential bribery attempt or a data phishing email and ask 

learners how to respond. Interactive elements (simulations, 

branching scenarios, knowledge checks, even gamified 

challenges) help employees see the practical relevance 

of compliance in their day-to-day jobs. This approach 

bridges theory to practice, where employees can grasp 

the consequences of non-compliance and understand 

the correct actions to take.  

Engaging formats also improve retention: about 95% 

of employees prefer game-like training methods over 

traditional lectures. By making training more engaging 

and even enjoyable, you transform compliance from a 

boring chore into an active learning experience.   
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Tailor Training to Roles and Risks:
One size does not fit all in compliance. Design your 

programme so that content is targeted to specific roles, 

departments, or risk areas. Every employee should 

understand how compliance applies to their job. For 

instance, your sales team might need training on anti-

bribery and data privacy in client communications, while 

your HR staff require deep knowledge of employment 

law and anti-harassment policies. By assigning relevant 

training for each audience, you increase its impact 

because people engage more when the examples and 

scenarios reflect their actual challenges. 

Avoid overwhelming staff with irrelevant details; instead, 

customise the curriculum so that each group gets the 

essential knowledge for their specific responsibilities. 

This may mean creating separate modules or using 

adaptive learning paths in your Learning Management 

System. Tailoring content in this way shows employees 

the company respects their time and needs, which also 

boosts buy-in. 
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Incorporate Microlearning and Reinforcement:
Compliance can’t be a once-a-year exercise. Spread 

training out over time to foster continuous learning and 

reinforcement. Rather than a single long set of courses 

(which employees might rush through and forget), 

consider breaking topics into short, focused modules 

(microlearning). For example, a 10-minute refresher on 

data security tips each quarter will likely stick better than 

a one-hour yearly dump of information. Plan periodic 

refreshers, updates, or mini-quizzes throughout the year 

to keep compliance top-of-mind.  

This approach not only avoids learner fatigue, but it 

also creates a culture of ongoing awareness. When 

regulations change or new risks emerge, be ready to roll 

out timely training updates so knowledge stays current. 

The goal is to make compliance training a continuous 

journey rather than a one-off event, which sustains focus 

and ingrains compliance into your organisational DNA. 
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Ensure Accessibility and Inclusivity:
A mid-market company often has a diverse workforce - 

office staff, managers, directors, heads of departments, 

frontline workers, remote teams, etc. Design your training 

to be flexible and accessible for all employees. Leverage 

your LMS so that all staff are only taking those courses 

relevant to them and are able to access the e-learning 

anytime, anywhere, whether on a work computer, personal 

tablet, or smartphone. This is especially crucial for those 

on non-desk jobs or those working varying shifts.  

Provide content in multiple formats such as videos with 

captions, readable transcripts, interactive scenarios, 

and visual infographics so that you cater to different 

learning styles and any disabilities. If your workforce is 

multilingual or multicultural, consider offering training in 

relevant languages or using culturally diverse examples 

so everyone feels included. By removing barriers to 

participation, you enable 100% of your employees to 

learn effectively.



STEP 2

hubkengroup.com14

Use Credible, Up-to-Date Content:
Compliance material must be factually accurate and 

current. When designing or sourcing content, rely on 

trusted, accredited resources; for example, courses 

developed by subject-matter experts or endorsed by 

professional bodies. Avoid outdated legal references; 

always verify that the laws, regulations, and standards 

cited in training are the latest versions (consult your legal 

team or subscribe to regulatory update services for this).  

If you use off-the-shelf e-learning modules, ensure they 

are updated regularly to reflect any law changes (such 

as a new Data Protection Act amendment or health 

and safety guideline change). Quality control is key 

here: an inaccurate training module can create false 

confidence and expose you to risk. Also, include your 

internal policies and procedures in the training design. 

Employees should learn not only general laws but also 

your organisation’s specific rules (e.g. your Code of 

Conduct, IT security policies, whistleblowing channels). 

Integrating these ensures that training is aligned with 

real-world practice in your organisation. Finally, consider 

having a legal or compliance expert review the training 

content for accuracy before rollout - this extra step can 

save embarrassment and liability down the line. 



STEP 1

hubkengroup.com15

Strategic importance: With well-designed content in 

hand, it’s time to roll out the programme effectively. 

Implementation is where planning meets reality. The best 

training content won’t have impact if employees don’t 

complete it or if administrative issues bog the programme 

down. Efficiency and ease of delivery are crucial, 

especially if HR/L&D teams are small. This section’s 

checklist focuses on how to deploy training at scale, 

harness technology for smooth delivery, and ensure 

employees actually engage with the programme.  

By following these steps, you’ll make the training experience 

as frictionless as possible and set up robust systems to track 

compliance completion (key for audits and peace of mind). 

S
T

EP
IMPLEMENTING 
AND DELIVERING 
THE TRAINING 
PROGRAMME3
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Leverage Technology for Scale and Tracking:
Use a Learning Management System (LMS) to distribute 

and manage your training content. Having a modern and 

well-configured LMS allows you to automatically assign 

courses to employees, send automated reminders, and 

crucially, track completion and results in real time. This 

is invaluable for a mid-sized company. Chasing people 

with compliance spreadsheets is no longer acceptable.  

Many LMS platforms also let you generate automated 

and scheduled reports (e.g. compliance certificates, 

completion rates) that will be crucial evidence during 

audits or inspections. The key is to choose a system that 

is user-friendly for both administrators and employees 

(think easy logins, mobile access, clear dashboards). 

Technology will reduce administrative overhead and 

ensure no one slips through the cracks when it comes 

to mandatory training. 
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Consider Blended Learning Methods:
While online training offers efficiency, some compliance 

topics benefit from discussion and face-to-face 

interaction. Consider a blended learning approach and 

combine e-learning modules with brief in-person (or 

virtual) workshops or Q&A sessions for complex topics. 

You might deliver core knowledge (laws, definitions, 

scenarios) via self-paced online courses, then host a live 

session for employees to ask questions to a compliance 

expert or to practice skills (like a fire evacuation drill or 

role-playing an ethics scenario). 

Schedule and Communicate the Training Plan:
Create a clear rollout schedule for your compliance 

courses. Determine which trainings are one-time (e.g. 

onboarding for new hires) versus recurring (e.g. annual 

refreshers) and set a calendar for the year. Stagger the 

training if needed to avoid overloading employees all at 

once; for instance, data protection training in Q1, health & 

safety in Q2, etc., with refreshers scheduled throughout 

the year as needed.  

Communicate these expectations widely: send out a 

training calendar or announcements so everyone knows 

what’s coming and why. Emphasise which of these 
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trainings are mandatory and important, not optional 

‘if you have time’ courses. Senior leadership can help 

by sending a message underscoring the importance of 

the programme (“Compliance and ethical conduct are 

priorities for us, and this training helps us all uphold those 

standards.”).  

Also, instruct managers to allow work time for training so 

that employees don’t feel they have to squeeze it in on their 

own time. A well-communicated plan ensures everyone 

is well prepared and has a sense of the overarching 

programme (rather than a series of surprise requests). It 

also demonstrates organisational commitment, which can 

improve participation rates. 

Provide Support and Remove Barriers:
Make it easy for employees to complete training. Provide 

clear instructions for accessing courses (e.g. login links, 

how-to’s for the LMS) and offer basic technical support 

- even a simple one-page FAQ or an internal contact for 

troubleshooting can help those who aren’t tech-savvy. 

Ensure that training can be completed during work hours 

and that managers coordinate to allow time away from 

daily tasks.  
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Remove potential barriers like difficult software, 

inaccessible formats, or scheduling conflicts. For example, 

if some staff have limited computer access (like factory 

floor workers), set up a kiosk or lend tablets periodically, 

or adjust shifts to accommodate training. If the training 

content itself is heavy, consider splitting it into smaller 

chunks employees can take over a few days. The smoother 

the experience, the more likely employees will follow 

through. Remember, your goal is 100% completion, 

so proactively address any hurdles that could prevent 

someone from finishing the required courses. 

Outsource or Seek Help if Needed: 
Being vendor neutral doesn’t mean doing everything 

in-house. If you lack internal capacity to create or 

deliver certain training, consider outsourcing pieces 

to third-party providers. For example, you might bring 

in a specialist to run a workshop on a complicated new 

regulation or purchase a professionally developed 

e-learning module for GDPR compliance rather than 

building one from scratch. Outsourcing can be cost-

effective, save time and ensures you get expert-level 

content.  
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Strategic importance: Compliance training isn’t just 

a tick-box exercise. It’s about shaping attitudes and 

behaviours over the long term. To truly manage risk, you 

need to cultivate a culture where compliance is simply 
part of ‘how we do business.’  This section focuses 

on the human element: leadership, communication, and 

values. A strong compliance culture ensures that what 

employees learn in training translates into everyday 

actions. By treating compliance as a shared responsibility 

and an integral value, organisations can punch above 

their weight in maintaining ethical standards.

Use the checklist below to weave compliance into your 

organisational culture, so that training is reinforced by day-

to-day norms and leadership example. 

 

S
T
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Lead from the Top: 
Leadership commitment is crucial - employees take 

cues from management on what really matters. Ensure 

your executives and directors vocally and visibly support 

compliance efforts. This could mean the CEO kicks off the 

training programme with a personalised message about 

why it’s important. Or, where appropriate, have leaders 

attend the same training sessions as staff. When leaders 

emphasise that ‘compliance is everyone’s job’ and hold 

themselves accountable, it sets a powerful example.  

Leadership should also allocate necessary resources and 

not undercut the message (e.g. by urging people to rush a 

job at the expense of safety or ethics). If top management 

treat compliance as a priority instead of a burden, that 

attitude will trickle down through the ranks.
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Encourage Open Communication and Reporting: 
Cultivate an environment where employees feel safe 

raising questions or concerns about compliance. Make it 

clear that if something seems off, whether it’s a potential 

safety hazard, an unethical sales practice, or a data security 

issue, employees are expected and encouraged to 

speak up without fear of retaliation. Establish channels for 

asking questions (like an ‘Ask Compliance’ email) so staff 

can clarify uncertainties from the training in real situations. 

Likewise, maintain a confidential reporting mechanism 

(a whistleblowing hotline or inbox) for any compliance 

violations employees observe. When people do speak up, 

respond constructively and thank them for their vigilance. 

Open dialogue reinforces that compliance isn’t about 

hiding problems; it’s about addressing them proactively. 

Recognise and Reward Ethical Behaviour: 
Positive reinforcement can go a long way in building 

culture. Look for opportunities to acknowledge teams 

or individuals who demonstrate strong compliance 

practices. For example, if a department has 100% 

on-time completion of all training or if an employee’s 

suggestion helped improve a policy, celebrate it. 

Some companies incorporate compliance objectives 

into performance reviews or give spot awards when 
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employees exemplify integrity (like refusing to bend rules 

even under pressure). The aim isn’t to gamify for the sake 

of it, but to signal that doing the right thing is valued. By 

recognising compliance adherence and improvements, 

you shift perceptions from ‘mandatory burden’ to ‘shared 

achievement.’ It motivates employees to uphold standards 

even when no one is watching, which is the very essence 

of a compliant culture. 

Integrate Compliance into Daily Work: 
Make compliance part of regular business routines, 

not just something that happens during annual training. 

Managers should routinely discuss relevant compliance 

topics in team meetings. Keep policies and key guidelines 

visible and accessible (posters in break rooms about 

safety rules, an intranet page for compliance resources, 

etc.). Update your onboarding process to include a strong 

compliance orientation for new hires, instilling those 

values from Day 1 of their employment. When compliance 

is woven into everyday processes and decision-making, it 

ceases to be an afterthought and becomes ‘how we work 

here.’ This environment reinforces the training material 

continuously. 
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Build Accountability at All Levels: 
Finally, ensure that responsibility for compliance 

is clearly assigned and understood throughout the 

organisation. Everyone should know who the go-to person 

is for a given compliance area (e.g. data protection officer, 

H&S manager, HR for employee conduct issues). Publish 

a list if needed. Those individuals or teams should actively 

engage with the workforce, not operate in isolation. 

At the same time, make it clear that every employee is 

accountable for following the training and company 

policies. Incorporate compliance responsibilities into 

job descriptions or team goals (for example, managers 

could have a goal to ensure their teams complete all 

required training and follow procedures). This layered 

accountability creates checks and balances. It’s not about 

blame; it’s about creating a shared sense of ownership.   
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Strategic importance: The final piece of your toolkit 

is about closing the loop. To ensure your compliance 

training remains effective, you must measure outcomes 
and continuously improve. Regulations and business 

needs will evolve and sometimes despite our best efforts, 

incidents happen. A strong programme treats compliance 

as a cycle of ongoing improvement.  

This section’s checklist helps you track training performance, 

evaluate its impact, and make iterative updates. By monitoring 

and refining your programme regularly, you’ll maintain a high 

standard and adapt quickly to new challenges. In the long 

run, this responsiveness is what keeps your company ahead 

of the compliance curve rather than scrambling after the fact. 

S
T

EP
MONITORING, 
EVALUATION, AND 
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Track Completion and Compliance Rates: 
Utilise your LMS to monitor who has completed required 

training and when. Set up dashboards and reports for 

key compliance courses. Aim for 100% completion of 

mandatory modules and use the automated features of 

the LMS to monitor progress and follow up with anyone 

overdue.  

In addition, track metrics like pass rates on course quizzes 

or certifications obtained. These provide a quantitative 

view of training coverage. Monitoring completion isn’t 

just internal. Most importantly, it also creates an audit 

trail to demonstrate compliance to regulators. Many 

UK regulators (and ISO standards) expect proof that 

employees have been trained; having up-to-date records 

readily available will save headaches, time, and expense 

during audits or due diligence processes. Essentially, if it 

isn’t documented, it didn’t happen in the eyes of the law, 

so diligent tracking protects your organisation. 
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Measure Training Effectiveness: 
Going beyond completion, assess how effective the 

training has been in practice. Use a combination 

of methods: knowledge assessments, employee 

feedback, and performance indicators. For example, 

include quizzes or tests at the end of courses to gauge 

knowledge retention. If someone fails, have them 

retake or get additional coaching. Solicit feedback from 

participants via short surveys: Did they find the training 

useful? Clear? Relevant to their job? Their input can 

highlight confusing sections or areas they still feel unsure 

about. Importantly, watch real-world indicators: has there 

been a drop in compliance incidents or errors in areas 

covered by training? Are managers observing better 

adherence to procedures? Connect with your compliance 

officer or audit team to see if internal audit findings or risk 

metrics improve post-training. This data-driven approach 

will tell you if your programme is truly reducing risk or if 

adjustments are needed. 
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Stay Informed and Update Regularly: 
Compliance requirements are a moving target – laws 

change, industry standards evolve, and new risks 

emerge. Make it a habit to review and update your 

training content at least annually, or whenever a major 

regulatory change occurs. Subscribe to newsletters or 

alerts for key regulations in your field (for example, HSE 

updates for safety law, ICO updates for data protection, 

etc.) and evaluate if a change necessitates new training 

or a revision. Also debrief after any compliance incident 

at your company or in your industry: did it reveal a gap 

in training? If so, update the programme to address 

that. Treat your compliance training materials as living 

documents that require upkeep. Keeping training current 

is not just best practice but essential: outdated training 

can leave employees misinformed about their duties. By 

staying proactive with updates, you ensure your workforce 

is always equipped with the latest knowledge to stay 

compliant. 
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Celebrate Successes and Continuously 
Improve: 
Compliance is an ongoing journey. Take time to 

recognise milestones. Announce when you’ve achieved 

a full year when 100% of staff completed all training on 

time. Celebrate these wins with the team; it reinforces 

the positive outcomes of everyone’s efforts. Then, set 

new goals for improvement. Perhaps next year you aim 

to cut the time to full training completion by 30%, or 

you implement a new advanced module for managers. 

Continuously improving might also involve investing in 

new tools (maybe an upgraded LMS for better analytics 

or enhanced capabilities) or exploring innovative training 

techniques (like scenario-based VR training for safety, if 

budget allows in future).  

Regularly revisit this toolkit and see where you can 

strengthen each component. By fostering a mindset 

that ‘we’re good, but can be even better,’ you’ll maintain 

momentum. Over time, small improvements year-on-year 

lead to a best-in-class compliance training programme - 

one that not only keeps your company out of trouble 

but actually adds value by building trust with employees, 

customers, and regulators. 
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Mid-market companies in the UK operate under many 

of the same regulations as larger enterprises - but often 

with fewer resources. This compliance training toolkit 

gives you a practical, step-by-step approach to 

meeting those obligations efficiently and effectively. By 

planning thoughtfully, designing engaging training, 
delivering it smoothly, and fostering a culture of 
compliance, you can turn regulatory requirements into 

an opportunity: an opportunity to educate and protect 

your workforce, improve processes, and strengthen your 

company’s integrity. 

Remember that compliance is not a one-time project but an 

ongoing commitment. Use the checklist in each section as 

a useful guide and reminder that, with leadership support 

and the collective effort of HR, L&D, and compliance 

professionals working together, every organisation can build 

a robust compliance training programme.  

CONCLUSION
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The result will be a workplace where ethical, safe, and lawful 

behaviour is second nature. And that is the best insurance 

against both legal troubles and ethical failures. Stay proactive, 

stay informed, and keep learning; compliance success will 

follow.  

Here’s to a safer, compliant, and thriving organisation!  
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ABOUT HUBKEN GROUP

We have been creating award-

winning and dynamic online 

learning, compliance, performance, 

and people management solutions 

since 2004. As leading Totara and 

Moodle experts, we’re enablers, 

giving organisations large and 

small the opportunity for teams 

and businesses to grow. 

We’ve successfully implemented award-winning LMS 

projects across multiple industries, earning recognition 

including prestigious Brandon Hall and AXA eLearning 

awards. These achievements reflect our commitment to 

excellence and our ability to deliver solutions that exceed 

client expectations.
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Our commitment to long-term close partnerships with our 

customers is what sets us apart, providing world-class LMS 

solutions and highly personalised customer support to ensure 

our clients receive exceptional value from our e-learning 

solutions.  

Ready to explore how Hubken Group can support your LMS 

journey? Contact us to discuss your specific requirements 

and learn how our proven approach can help you achieve 

your learning objectives. 

www.hubkengroup.com 

info@hubkengroup.com 

0330 660 1111

Let’s make your LMS work harder — and smarter — for your 

organisation.
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