


Hello and thank you for downloading this guidebook. We've designed this to help you build the case
for compliance training in your organisation. You'll review compliance risks and costs to organisations
which do not approach compliance with a plan, followed by the benefits and steps involved in
implementing an online compliance training platform.

At Tribal Habits we divide the journey organisations take in managing learning and training into three
phases.

In this phase, organisations are focused on establishing a solid foundation for learning. This phase
often also includes the initial implementation of a modern learning platform to reduce the effort of
managing training and ensure a single-source-of-truth for learning data. The two key activities in this
phase are:

e Being proactive in with compliance to protect staff and boost the bottom line.
e Improving induction to reduce churn, engage staff, reduce rework and accelerate productivity.

In this phase, organisations can move onto more aspirational learning objectives. With employees well
versed in compliance procedures and initial tasks, the organisation can now use training as a strategic
advantage: to help employees acquire the skills and knowledge to achieve organisastional goals.

e (Capture internal processes to ensure internal consistency and efficiency in all teams.
e Share interal expertise - skills, knowledge, tips - to make ‘best practice, common practice’.

In this phase, organisations can expand their training horizons beyond employees. For some
organisations, this phase may be less relevant. However, for many organisations, this is the
aspirational goal - providing training for customers, volunteers, contractors, board members or
supporters.

e Providing training for both internal (employee) and external (other stakeholders).
e Sharing (or selling) training content to customers —-product support or valuable knowledge.

In this guidebook, let's focus on Phase 1 - Induction and Compliance. In reality, most organisations
aren’t in a position to hire compliance managers or implement expensive compliance suites. With the
advent of cloud-based learning platforms, however, any sized organisation can address compliance
training and align employee performance with organisational goals.

Of course, I believe the solution these challenges is Tribal Habits - a unique online learning platform
which combines lawyer-approved compliance training with the ability to easily capture and transfer
your internal policies and processes. Throughout the guidebook we also outline how Tribal Habits
practically addresses the challenges raised and solutions we recommend.

However, let’s not jump to conclusions just yet. For now, I invite you to enjoy our guidebook!
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Part 1- Why do you need compliance training?

Let’s begin with the business case — why does your organisation need to address its compliance
risks? We can review some of the risks and challenges with compliance management, followed by
the benefits in ensuring your compliance needs are met.

The challenges in staying compliant

In highly regulated industries like resources, financial services or healthcare, larger organisations
can hire a dedicated compliance team to ensure compliance requirements are met. They can use
sophisticated governance software which helps them assess and mitigate risk.

However, in small and medium-sized organisations, leaders and managers struggle to understand
legislation and regulations. They often do not transfer regulations into standard operating practices
which meet compliance requirements.

Then there’s a growing disconnect between a leader or manager’s confidence and ability to manage
regulatory compliance, compared to the reality of keeping up with ever-evolving requirements.

Is your feeling of compliance just an illusion?
Consider these two statistics.

30% of medium-sized organisations reported increased expenses - fines, lawsuits, penalties -
due to noncompliance with basic government workforce and payroll regulations.!

80% of these same organisations were confident they were able to meet requirements."

The cold hard reality of compliance management

The truth is that most organisations do not make the necessary effort in compliance. They may
make some efforts in some areas at some times, but they are exposed on a range of issues on a
regular basis. Consider these statistics from a range of compliance surveys, which show how
widespread the problem is — and then ask how compliance-ready your organisation really is?

71% of organisations report that they do not assess staff compliance
proficiencies and skills on an ongoing basis."

44% of organisations do not measure the effectiveness of their policy
management program.”

687% of organisations feel that their compliance department is
“insufficiently resourced for the demands made on it"."

23% of companies do not have a formal compliance training planin
place."
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The situation isn’t any better with employees. There is ample data available to show that
employees struggle day to day with compliance, regulatory standards and changing legislation.

Almost 207% of employees observe bribery and corruption-related
misconduct."

Corruption cases cost a median loss of S200,000 and occurred 35.4%
of the time.""

607% of 200 security leaders surveyed indicated that their
organisations were victims of at least one social engineering attack in
the past year. Employees’ credentials were compromised in 65% of
the cases.x

22 % of Australian workers report being physically assaulted or
threatened by patients or clients. 37% of workers report being sworn
or yelled at in the workplace.”

20% of workers say they have experienced discomfort due to sexual
humour.”

As you can see, the risks of poor compliance management are real, prevalent and expensive.

As aresult, organisations are increasingly turning to online compliance training as a solution.
Distributed workforces, combined with the rise of mobility and virtual working, have made
online learning an attractive alternative to costly face-to-face sessions.

In addition to cost reductions, online learning provides course consistency - employees receive
the same knowledge, the same way, to the same standard in every location. For compliance
training, this consistency is critical. Finally, an online system can also track who has taken
which courses toward certifications and provides a built-in audit trail.

637% of organisations believe that their policy management program
helps reduce the legal cost and resolution time of reqgulatory issues
and fines.
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The ideal system combines online compliance learning with detailed employee tracking, so that
compliance certification can be linked directly to employee performance. You should be able to
measure easily...

e Which areas have an employee become compliant in?

e How long has it been since their last compliance update?

e What version of each compliance topic did they complete?
e Which topics are they overdue or non-compliant in?

An online compliance training platform can also match course enrolments with user
demographics. This helps reduce the risk of non-compliance by monitoring training levels and
maintaining accurate records as evidence of compliance. With an online training platform, you
can send alerts for both initial completion as well as when credentials require renewal.

As aresult, an online compliance platform can help each employee understand exactly which
course they need to take to complete to meet their compliance requirements.

In Tribal Habits, you can establish up to 20 custom fields of user demographics such as
location, role, title, responsibilities, fields of work, start dates or any other data relevant to
determining compliance requirements.

Custom Fields are added in the Administration area by navigating to the Account tab. You can
then edit your Custom Fields.

e Add up to 20 custom fields
e Select up to 5 custom fields for online filtering (all 20 are available in offline reports)
e Choose which fields will be visible on user profiles

You can then map your compliance library by matching topics with user demographics through
enrolment rules. For example, a ‘Working safely at heights’ topic can be assigned when a
custom field of ‘Location’ is set to ‘Onsite construction’.

e Navigate to the People tab in the Administration area.

e Create a search based on the demographics you have in mind. You can make your search as
simple (Type = Staff) or as complex (combining multiple demographic fields) as you like.
Run the search to review the filtered people to confirm your search criteria is appropriate.

o Select ‘Save Rule’ below the search panel. This will bring up a list of topics and pathways in
your portal. Select one or more to apply this rule to. Those topics and pathways are now
available for self-enrolment by people who match that rule (both now and in the future).

e You can automatically enrol matching people at any time too. Navigate to the Knowledge tab
and then select the topic or pathway with that rule. Select the Settings tab in that topic or
pathway. In the Enrolment panel, you will see the rules applied to that topic or pathway.
Select ‘Run Rule’ beside any rule to immediately enrol all matching people.
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The statistics show how real the risk of an unsafe workplace is for all organisations. As a result,
it is critical to ensure all your employees are familiar with your organisation’s expectations
around creating an inclusive, friendly, and safe workplace. Remember that abuse isn’t
restricted to physical violence and intimidation. Abuse can also verbal abuse, inappropriate
jokes, and unequal treatment.

Managers also have a key role to play in creating an inclusive and safe workplace. Leaders and
managers should receive training on how to manage situations that may involve abuse, as well
as how to build a team culture of equal opportunity.

Finally, every person in the organisation should feel empowered to report anything that
threatens a safe and inclusive workplace environment. Employees must know how to safely
and correctly raise concerns or report issues within your organisation.

To nurture a positive culture, it’s essential that leaders establish organisational values. They
must effectively and clearly communicate those values so that employees feel aligned with
those values.

It's not enough to display values across organisation media. It’s also crucial to translate
compliance policies into every-day behaviours and standards that employees can relate to.

This is where good online compliance training steps in. It can bring policies to life with training
scenarios and quizzes to show what happens when policy becomes action.

A positive compliance culture promotes accountability among employees. When employees
feel they are acting ethically, they feel invested in their organisation.

Leaders can help staff members by rewarding them for displaying values that align with ethical
ways of doing business. Moreover, management can foster an environment where employees
feel comfortable speaking up when they have concerns or believe something is wrong.

The attitude and management style of organisational managers directly impact organisational
outcomes. By training your managers and employees to nurture a culture of compliance, you
are laying the building blocks for success.

You might think a non-compliance fine is a once-off impact on the bottom line. That isn’t so.
The resulting damage to an organisation’s reputation could cost a lot more, causing potential
clients, investors and media to focus on your organisation for the wrong reasons.

On the flip side, proactively investing in compliance training will not only help to avoid
public scandal and embarrassment, it can also help you draw in like-minded clients. Your
commitment to compliance, safety and ethics can be a competitive advantage. Social media
updates, blog articles, organisation values, news alerts and more can all be used to show your
commitment to compliance and compliance training.
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Benefit: Create a powerful audit trail

It's not enough to ‘provide compliance training’ - you must be able to prove that it occurred.
First, from a legal perspective, your organisation needs an accurate audit trail which can clearly
show which employees are compliant in which topics.

Besides, you cannot merely rely upon ‘someone attended training’. Your organisation must be
able to show that employees were engaged in the training, understood the content and
demonstrated some degree of proficiency with the required behaviours or knowledge.

Online compliance training will provide built-in assessments, which boost accountability with
employees. It can help confirm that employees understood and were able to apply the required
compliance knowledge - a demonstration which may become critical at a later date if an
employee fails to follow correct procedures or behaviours.

An online compliance training platform should combine compliance
training, including assessments, with organisational policy, including
acceptance.

If your organisation has an accrediting body, they will also want to see proof that your
employees maintained credentials in order to be able to perform their job. Equally, you may
need to prepare regular internal reports on compliance for new employee induction or existing
employee credentials.

In both cases, an online compliance platform provides this data instantly, instead of through
some mess of outdated spreadsheets and documents.

How does this work in Tribal Habits?

In Tribal Habits, you can combine our approved compliance training topics with an article of
your own containing the related internal policy document.

For example...

e Utilise our ‘Anti-bullying and harassment training for employees’ topic to provide
employees with explanations, scenarios and assessments on correct workplace
behaviours.

e Combine with your own ‘Anti-bullying and harassment Policy’ article, where you can
upload your policy and ask employees to certify they have reviewed, understood and
accepted it. Optionally, include a short online assessment about your policy.

Step 1-Select a Compliance library topic

To do this, start by importing the relevant topic from the Compliance library. Navigate to the
Knowledge tab in the Administration area and select the Libraries in the menu bar, followed by
Compliance. You can then browse or search the library to find your topic. Click ‘Import’ and
your topic will be imported instantly into your portal.
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Now you need to create your matching article. Navigate to the Templates library (selected right
beside the Compliance library in the menu bar). Browse or search the library for the ‘Policy
Acceptance (Article)’ template and copy it into your portal. Then navigate to the Knowledge tab
and select that template. Click ‘Edit Article’ to switch to creator mode. You can then follow the
template to upload your policy, set-up the policy acceptance poll and create 4-6 quiz questions.

All you need to do now is combine the compliance topic and your policy article into a single
experience. We’'ll use Pathways for this. Navigate to the Knowledge tab in the Administration
area and select Pathways in the menu bar. Create a new pathway and give it a name matching
your policy. From the list of topics and articles, drag the compliance topic and your policy
article into the list of Mandatory Topics for this pathway, with the compliance topic first. Then
select the option to ‘Require explorers to complete topics in order’. Save the pathway and it’s
ready to go.

People can now be enrolled in that pathway and must complete both the training and your
policy acceptance - and it's all presented in your branding with consistent navigation.

Later, you can track compliance training completions and compliance policy acceptances
through a range of online and offline reports.

1. Online reports show both tables and graphs of compliance enrolments and completions.
Data can be filtered by custom demographics and topics and then exported into
spreadsheets for additional reporting.

2. Administrators can review individual employees at both an aggregated level, showing
all training completion data, or at an individual topic level, showing granular data
including exact completion times of each module as well as answers to every poll,
question and quiz.

3. Topic data can be shown both aggregated, including filtering by custom demographics,
as well as overall topic analytics including policy acceptance, quiz results and written
responses.

Keeping your organisation ahead of the game when it comes to being compliant boosts brand
reputation not only with clients and investors but also with your employees - current and
future.

A bad reputation can cost your organisation at least 10 per cent more
per hireX. And that’s only if you can even get good talent in the door.

With millennials making up an increasing majority of the working population, both prospective
and current employees evaluate an organisation with regard to how its values match up with
their own.

When millennials feel an organisation has a good fit for their values, they work harder.

» Tribal Habits Copyright ® 2025 Tribal Habits| Page 8



e Ifthey believe their organisation has an inclusive culture, the vast majority - 83 per cent -
report being actively engaged.

e Ifthey believe the opposite, that their organisation doesn’t care about creating an
inclusive environment, only 13 per cent say they're engaged."

Compliance training doesn’t need to be boring, difficult to track, out-
of-date and a pain-in-the-neck to administer. By moving your
compliance training online, you and your organisation can reap a
range of easy rewards - most likely at a much lower cost too!

Let’s take a look at the top five reasons to make the change from traditional compliance
training to online compliance training.

If your compliance training remains workshop and paper-based, you are appealing to a
decreasing audience. Technology has enabled the modern employee to direct their learning by
providing instant access to training and knowledge. Employees increasingly use search engines
to find ways to improve their skill sets and learn what they need for their roles. They enjoy
looking online and learning online.

Acknowledging the modern learner is critical when it comes to compliance training due to the
risks associated with employees not keeping up-to-date with rules and regulations.
Organisations need to make every effort to engage with employees in a way which they - the
employee - finds engaging!

Modern employees want to be able to learn when they want - during breaks in work, in transit,
at the end of the week, while at home or wherever they are ready to engage. Moving your
compliance training online gives the modern employee the access when and how they want it.
Compliance training can already be (incorrectly!) seen as an annoyance by many employees, so
why make it any harder for them to access it the way they want it?

Online compliance training excels in the convenience it offers to your employees. Online
training allows a learner to move at their own pace.

First, this allows them to engage with their training and schedule it as they see fit. It also
eliminates the downtime of moving to a workshop, waiting for the workshop to start and then
transferring back to their work environment.

Second, online learning is asynchronous - learners engage 1:1 with the learning, not 1:many
with a group. As a result, they can undertake the training at their pace. In a workshop, the
learning will move at a pace which will be too fast for some, and too slow for others. Online
learning eliminates this problem, which boosts engagement from each individual learner.
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With online learning, employees can revisit materials, retake assessments and choose to
complete training in one go, or in multiple sessions. All this flexibility improves the chances of
employees engaging meaningfully with the training - and at no extra costs to the organisation.

Every minute your employees spend in the training room is a minute that they could be helping
a stakeholder or customer. Online compliance training reduces the amount of time they spend
in the training room so that they can have more time in the workplace. Also, there are no travel
fees, room rental expenses or printed workbook costs.

Instructor-led compliance training requires significant payroll hours, but online compliance
training can cut costs by more than half. Online modules remove the excess - there’s no ice
breaker activities, no delays waiting for that last participant, no need to push the workshop to
fill the entire hour and so on.

Let’s face it - organisational policies and government regulations change regularly. If you are
still relying on paper-based training you must update all of your printed materials and retrain
your instructors whenever a change occurs. This is not only time-consuming but has quality
control risks. It’s too easy for multiple versions of workbooks to be floating around an
organisation and employees to be learning out-of-date information.

With online compliance training - particularly in an easy-to-use platform like Tribal Habits -
changes can be made to any training in minutes. All new employees can then immediately
receive the latest information. An online compliance training platform will also track version
completion, allowing existing employees to be notified when material changes have occurred
and requiring them to re-take learning.

Moving your compliance training online also makes it significantly easier to track completion
data among your employees. You can monitor compliance among individuals, teams, locations
or roles with simple reminders and easy reporting for managers and supervisors. Not only can
the organisation gain better intel on compliance, there is also a huge efficiency gain for the HR
or L&D department too!

Online compliance training allows you to easily link compliance to remuneration too - set
hurdles or requirements for employees to maintain their compliance before they can access a
promotion or monetary recognition.
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Let’s now consider the process of implementing online compliance training. What topics do you
need to cover, how can you organise that training in an efficient way and what’s involved in the
actual implementation of a compliance program with an online learning portal.

So, your organisation wants to create a ‘proper’ compliance training program, with features

like:

Online content available 24/7 in any location

Automated enrolments with due dates and reminders

Automated notifications to managers on completion rates and overdue topics
Australian and New Zealand content which is up-to-date with regulations and
legislation

Recorded assessments to demonstrate employee understanding

Separate training for managers to ensure correct oversight of employees

Unique completion certificates, with completion dates and training hours

Employee feedback and data about compliance concerns or uncertainties

Central repository for your compliance policies, including version tracking

Policy acceptance during employee induction with data tracking and reporting
Coverage of all key compliance issues — behaviours, employment, IT, health and safety
Presented in your branding to reinforce the organisation’s commitment to compliance

As the person responsible for making this happen, how are you feeling now? A little
overwhelmed? That wouldn’t be surprising and, often, organisations have paralysis about
compliance training programs. It all seems like too much hard work.

‘Our employees will be confused.’

‘It’s another process or platform for everyone to use.’

‘It’s just too hard to know where to start.’

‘We’ll get to it later.” (A date which never seems to arrive until a compliance incident occurs
and suddenly it can’t happen fast enough!)

In many ways, this is a change management process and Like most
change management processes, the fears and worries of that change
are typically exaggerated. Within just a few weeks, employees and the
organisation have moved on and it is all‘business as usual’.

At least, it can be. With the right platform and the right planning, the roll-out of a new
compliance training program can be easy, rapid and effective. Let’s break down the roll-out
into a four-step process to make things easier.
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Quick wins. That’'s what we want at the start. It helps prove the concept to all stakeholders
before undertaking the next steps. Let’s start with ready-made compliance training. [deally,
that training

should be...

e Presented in your branding to reinforce the organisation’s commitment to compliance

e Based on Australian or New Zealand content that is up-to-date with regulations and
legislation

e Able to cover all key compliance issues - behaviours, employment, IT, health and safety

You could start by just having employees complete a module or two, but given the very low
workload in this step already, we would recommend going a little further. Ideally, create 4-5
‘Pathways’ of related topics. These Pathways can become the cornerstone of your on-going
work too, as you build into and around each Pathway.

Your organisation’s values or compliance methodology may already have compliance streams
or pillars which can form these Pathways. If not, common Pathways are...

Conduct

e Anti-bullying and anti-harassment for employees
e Sexual harassment awareness
e Alcohol and drugs in the workplace

Safety

e Workplace health and safety fundamentals
e Office and workspace ergonomics

¢ Manual handling safety

e Duty of care for employees

Information

e Information security: Employee awareness
¢ Information security: Phishing awareness
¢ Information security: Social Media

e Privacy in the workplace

Management

¢ Anti-bullying and anti-harassment for managers
¢ Equal employment opportunity for managers

e Duty of care for managers

e Managing staff underperformance

e Sexual harassment awareness for managers (AU)

For example, in Tribal Habits, you can import these topics from our Compliance library and
bundle them together into Pathways in just a few minutes. Pathways provide enrolment
notifications, due dates with reminder notifications, module completion certificates and a
variety of automated enrolment options. With Tribal Habits, everything appears in your
branding too.
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With this approach, your organisation’s workload is dramatically reduced in the first step. You
will only need to set-up your compliance platform (which is done for you with Tribal Habits)
and set-up your employees (which you can do via a spreadsheet upload in Tribal Habits).

Suddenly, you have four Pathways of branded compliance training ready to go. You could
immediately enrol new employees as part of induction and then start a rolling process through
existing employees. Quick wins are easy to create at this point.

At this point, with your compliance fundamentals humming along, you can turn your attention
towards your organisation’s compliance policies.

Assuming you have developed your policies, your next step is to fold them into the training
process. Each policy needs to be presented to employees in a way that improves their
understanding and demonstrates your organisation took appropriate steps to inform and
educate employees.

Ideally, your compliance training platform can handle this too. In Tribal Habits, for example,
you would use our Compliance Policy template to rapidly build training modules around your
policies. This template gives you a ‘fill in the blanks’ process to present your policies as
interactive online training, which captures policy acceptance, employee questions and online
assessment. It takes less than 30 minutes to create a policy training module too.

You can then build this into each of your Pathways. For example, let’s return to the Information
Pathway. Let’s say your organisation has an ‘Acceptable Internet Use Policy’. You would use the
template to create that module, and then add it to the Information Pathway.

Information

o Information security: Employee awareness
Information security: Phishing awareness
Information security: Social Media
Privacy in the workplace
Acceptable Internet Usage policy

o O O O

In a platform like Tribal Habits, the combination of ready-made
compliance training and your own custom policy training is seamless.
All training appears in your branding, with consistent navigation and
interactions.

With just a few 30 minute sessions, you can add your policies into each Pathway. Suddenly you
have the perfect combination of compliance training and policy acceptance.
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Your final step in the process is to take the ‘training + policy’ approach and expand it to cover
all roles and key issues in your organisation. For example...

e Warden training

¢ Risk management, incident reporting and injury management
e Driver training

e Mental health awareness and management

You may find that many of these issues continue to be covered by ready-made training
modules and can be combined with your internal policies. With a platform like Tribal Habits,
you can then discreetly target enrolments in these modules based on teams, locations, roles,
titles or any other demographics.

As your experience and results with compliance training grow, you may even take the final step
- creating custom compliance training. For many organisations, this is not necessary. Most
organisations find that the combination of ready-made training and customised policy training
is enough.

However, your organisation may have specific industry or regulatory compliance requirements
which are not available in external libraries. Alternatively, you may have certain compliance
requirements which cannot be adequately managed by online training - for example, working
at heights or working in confined spaces are examples of issues which generally need
instructor-led training to adequately prepare employees.

At this point in the program roll-out, you have many positives achieved already - with very
minimal effort. Making the investment to create these final modules is often much easier now
with that experience.

The key is small steps, each building on the previous step, to avoid
overwhelming yourself, your employees and your organisation. Then,
in just 3-6 months, you suddenly find you have ticked every objective
listed at the start of this article and you will be wondering why it didn't
happen sooner!
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With your custom fields, enrolment rules, compliance library and policy articles ready to go,
you are now ready to build your online compliance training.

One of the key challenges in compliance training is organising your
training and interventions into a consistent framework which makes
sense to you, your organisation and your staff.

A consistent compliance training framework should allow you to start establishing compliance
as a culture, rather than a ‘tick the box’ activity. It promotes compliance as an on-going exercise
which requires a sustained focus. Managers come to appreciate that compliance covers a suite
of critical topics and helps managers position the time spent on compliance with staff.

There are several compliance frameworks available on the internet, but many are complex and
designed for organisations with significant resources to devote to the management and
implementation of compliance.

For most organisations, ‘less is more’! This means a simple and easy to understand compliance
training framework, which doesn’t require tremendous explanation or management, can be far
more powerful. On that note, here’s a three-pillar compliance training framework which would
suit almost any organisation.

This pillar is about what your organisation does. What does it stand for? Its principles, its
mission and its goals. All of these values need to be clearly defined and known to all staff. Given
that this knowledge exists at an organisational level, guiding principles in the form of the
organisation’s core values and its code of conduct can be the basis for compliance in practice.

Whether it's government-imposed regulations or legal /regulatory requirements, every
organisation would benefit from having their own internal compliance measures in place in the
form of internal policies and procedures. This can also incorporate unique internal policies
around, say, data storage, service level agreements or similar Standard Operating Procedures
(SOPs).

Compliance programs, if designed and implemented from the standpoint of a “change in
culture” or “change in behaviour” are directly beneficial to the employees of the organisation,
as well as the leadership and management teams that help design and implement it. How
employees behave and deal with their colleagues and customers directly impact themselves as
well as the organisation. Behaviour-centric policies are, therefore, an inevitable component of
compliance programs.
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Pillar 1: Values Checklist

For the Values component, you need to communicate the organisation’s core values, code of
conduct and culture. This training should occur immediately upon a new employee joining
your organisation. However, it should also occur regularly for existing employees as your
messaging, goals or values change.

In this case, your primary compliance tool is a Code of Conduct, including:

Core values

Mission and vision

Substance abuse

Conflicts of interest

Confidential information

Health and safety

First-aid and emergency information

H R EE

How does this work in Tribal Habits?

We recommend creating a Code of Conduct pathway.

Step 1-Import relevant compliance topics

Start by navigating to the Knowledge tab in the Administration area, select Libraries and then
Compliance from the menu bar. You can then import 3-5 compliance library topics relevant to
your Code of Conduct.

Step 2 - Create a Code of Conduct article
Next, create an article for your Code of Conduct, once again using the ‘Policy Acceptance
(Article)’ template - then just follow the template instructions.

Finally - and optionally - you could also create a topic to introduce your organisation. You
could start with the template ‘Organisation introduction (Topic)’. That template provides you
with step-by-step guidance to create a training module which introduces your organisation and
its values.

Step 3 - Combine topics and articles into a pathway

You are now ready to create a new pathway, which you can call ‘Code of Conduct’. Start with
your organisation introduction, then the compliance topics and then acceptance of your Code
of Conduct policy. Select the option to require people to complete the topics in order. As an
example:

1. (Created Topic) Our organisation and values

(Library Topic) Alcohol and drugs in the workplace
(Library topic) Privacy in the workplace

(Library topic) Workplace health and safety fundamentals
(Library topic) Sexual harassment awareness

(Library topic) Information security: Social media
(Created Article) Our Code of Conduct

Nk whb
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In this aspect of the framework, you want to outline the policies applicable to job roles,
including government-imposed requirements, legal /regulatory requirements, as well as
internally-implemented best practices and Standard Operating Procedures (SOPs).

Once again, this information should be presented as part of a new employee induction process,
but equally when people change job roles or when policies are updated.

Applicable regulations (Industry-specific)
Applicable legal requirements (Industry-specific)
IT and Cybersecurity

Social Media policy

Phishing protection

Hazards reporting

Incident reporting

Manual handling

Record keeping

Risk management

Workplace safety

Office ergonomics

= Q= [ =) v R =) I ) )[R v R o B o R
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Pillar 3: Behaviours Checklist

Finally, you should place people at the heart of the compliance program, emphasising their role
as drivers of the cultural and behavioural change in the context of workplace scenarios. This
information will form part of new employee induction, but may also be required when people
are promoted or as part of workplace performance management.

Anti-bribery

Anti-bullying
Anti-discrimination
Anti-harassment

Personal conduct

Sexual harassment
Workplace violence

Mental health awareness
Stress management
Managing poor performance
Whistleblowing

Plus, Manager versions of most of these topics

How does this work in Tribal Habits?

Once again, we can utilise the Pathway functionality in Tribal Habits.

H R ERER MR EE

Step 1-Create pathways for employees and managers

First, let’s create a pathway which is for all employees. This pathway will contain topics which
are relevant to everyone, regardless of role or location, covering key policies and behaviours.
We might call this pathway ‘Employee Core Compliance Training’. The choice of topics will vary
with your organisation and industry, but typically would include topics such as:

Anti-bullying and anti-harassment for employees and workers
Information security: Employee awareness

Mental health awareness for employees

e Duty of care for employees

Next, create a matching pathway for managers called ‘Managers Core Compliance Training’,
which includes topics such as:

e Anti-bullying and anti-harassment for managers
e Information security: Employee awareness

¢ Managing mental health in the workplace

e Duty of care for managers

You can optionally add policy acceptance articles which relate to these topics. Using custom
fields, you can then enrol managers and employees into their respective pathways.
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Now create specific pathways for common roles. For example, for employees working in the
finance area and in an office, you may have a pathway called ‘Finance Office Compliance
Training’ with topics such as:

¢ Information security: Phishing awareness

e Office and workspace ergonomics

e Anti-money laundering

e Fraud and corruption awareness and prevention

Alternatively, for managers in a physical environment such as a warehouse, there may be a
pathway called ‘Warehouse Managers Compliance Training’ with topics such as:

¢ Risk management for managers

¢ Injury management for managers

e Equal employment opportunity for managers
e Workplace incident investigation

Once you have mapped these core and extension pathways, you are likely to have covered 90%
of your compliance training. At that point, you may just need ‘spot’ topics for particular
situations such as warden training, driver safety or working with children.

Remember that all of these topics are included in the Compliance Library, reviewed and
approved by Australian lawyers, appear in your branding and are complete with online
assessments.
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Compliance as a culture requires a continuous process that must be monitored and maintained
once it has been implemented. It's beneficial for organisations in the long run to develop a
culture of compliance rather than add to numbers of employees every year who simply ‘know’
the rules and policies.

Knowing the policies and principles is essential for employees so that they may apply the
knowledge in their daily work, in turn embodying the cultural change.

An effective compliance framework, therefore, needs to tackle compliance in three steps

1. Compliance training and interventions that create awareness and share knowledge of
compliant behaviour. It is, however, the step most organisations are still struggling to
implement!

2. Compliance training and interventions that let employees demonstrate the acquired
knowledge and behaviours. A step which can be difficult for organisations without a
digital learning platform to monitor activities.

3. Compliance training and interventions that serve as reminders or ‘nudges’ to help
sustain complaint behaviour. This step moves compliance out of HR or the Compliance
team and into the broader organisation.

In the earlier parts of this guidebook we focused on the framework of your compliance training
programs. Now it is time to automate this process to make the delivery of your compliance
training as regular as possible. Let’s review some best practices in Tribal Habits to reduce your
administrative workload.

All compliance topics and pathways should have due dates.

e Tribal Habits supports both relative and absolute due dates. Relative due dates are set
as a number of days from enrolment, while an absolute due date is set as specific date
regardless of the enrolment time. Generally we recommend setting relative due dates
which can then be ‘set and forget’ for all future enrolments. You may choose to use
absolute due dates for specific topics which require timely completion or perhaps on an
initial compliance roll-out where you want everyone to be completed by a specific date.

e Each compliance topic and policy article should have an individual due date. For
compliance topics, we typically recommend 7-14 days. For policy articles, we typically
recommend 2-5 days.

e Each compliance pathway should also have a due date. This is the date for all the topics
in the pathway to be completed. It should be the sum of all the due date periods for each
topic plus an extra 1-2 weeks. So if you had five compliance training topics, each with 7
day due dates, we would recommend the pathway due date be set at, say, 42 days (5
topics x 7 days + 7 extra days).
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All compliance topics and pathways should have ‘manual enrolment’ notifications enabled.

Generally we recommend only selecting the employee for enrolment notifications.

All compliance topics and pathways should have reminder notifications enabled. Remember that
employees only receive reminder notifications if they have not completed a pathway or topic.

For topics, we recommend using the ‘3 days before’ and ‘one week overdue’ notifications.
We recommend adding managers to the ‘one week overdue’ notifications.

For pathways, we recommend additional notifications for before the due date. Depending
on the length of the pathway, we recommend 2 or 3 notifications. For example, 4 weeks
before, 2 weeks before and 3 days before. Then also the ‘one week overdue’, again with the
manager added to this notification.

All compliance topics and pathways should have completion emails enabled.

For topics within a pathway, we recommend only subscribing the employee to the
completion email. For topics which are not within a pathway (less used topics for less
common roles), you may choose to add the employee’s manager to the topic completion
notification as well.

For pathways, we recommend subscribing both the employee and their manager for the
pathway completion email.

There are a variety of ways to enrol employees into pathways and topics.

1.

Self-enrolment rules - Pathways. As discussed earlier in this guidebook, it can be
worthwhile assigning appropriate self-enrolment rules to each compliance pathway.
Employees can then self-select into compliance pathways when they match rules, rather
than having to wait for an enrolment.

Self-enrolment rules - Topics. Generally we do not recommend assigning self-enrolment
rules on compliance topics UNLESS the topics are very specialised and not included in any
pathway. Warden training is a good example of this. You could create a custom field called
‘Warden’ and create a self-enrolment rule for ‘Warden = Yes’. Then apply that rule to the
Warden training modules. Any employee who is a Warden will then see that topic for self-
enrolment (or you can auto-enrol in bulk). Otherwise, use pathways for self-enrolment.
Uploads - Topics and Pathways. Both topics and pathways have unique codes in Tribal
Habits which can enrol employees via a spreadsheet upload. This is often the fastest way to
enrol groups of employees at once and could form part of your onboarding checklist.
Auto-enrol links - Topics and Pathways. Both topics and pathways have unique URL links
which can allow employees to enrol simply by clicking on that link - for example, using
these links on your intranet, embedded in a PDF document or internal communications.
E-Learning Management System (LMS) - Topics. Topics can also be embedded into an LMS if
your organisation is using one. In this case, you can create a SCORM 1.2 link to embed into a
module in your LMS. Employees can then enrol into the topic via your LMS, with topic
completion data (and assessment scores) sent back to your LMS.
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Implementing online compliance training can seem a little overwhelming. The key is to
implement in stages, not all at once. There will be many lessons learnt when implementing
online training - lessons which allow for updates and improvements as each stage in the
implementation process is completed.

So let’s wrap up this guidebook with an easy seven-step process to make it easy when
implementing online training.

We’ll use an example of One Tree Co who moves through these steps over a 45 minute period
and in that time implements three online compliance training pathways for 175 employees and
managers in multiple locations.

Your first step in the process is to set up your new online training platform. For modern online
training platforms, this should be a relatively simple matter. The platform is hosted in the
cloud, so no deployment or installation is required. No downloads should be required either.

Ideally, there are no set-up or implementation fees either, since setting up a new organisation
in a cloud-based online training platform typically takes just a few minutes. Your major
decisions will be on some brand logos and colours and your primary administrator details.

If your organisation utilises single-sign-on, you could also choose to integrate with your SSO
provider at this step or do that later. For maximum compatibility, you could also elect to
provide your IT department with any URLs or email addresses from your platform which they
may need to whitelist (if your internal IT security is particularly fussy).

We are going to focus on some early wins. We want to get the platform initially in use without
creating too many difficulties. It’s also important we see the platform well used and have useful
data to report quickly, to reinforce the value of the online training platform and build support
for additional stages of implementation in the future.

We would typically recommend you, therefore, start with online compliance training. This
training can be imported from the compliance library in your online training platform
(ensuring it is approved by Australian or NZ lawyers). In most online training platforms, this
process should take just a few minutes.

The imported online compliance training should appear in your organisation’s branding too
which will boost engagement and reinforce the importance of the compliance training (check
with your online training platform to confirm this rebranding process occurs).
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For the initial roll-out of your online training platform, it can be useful to include one relatively
simple customised online training module. This is a chance for you to test out the online
training creation tools in your platform.

The simplest choice here would be a short topic on a compliance policy in your organisation.
The topic can present your policy, capture the acceptance by your employee and then
(optionally) ask 5-10 quiz questions to confirm their understanding.

This should be an easy process in a modern online training platform. In Tribal Habits, for
example, you would simply copy the ‘Compliance policy acceptance’ module from the Template
Library and then fill in the blanks. You could then request your free review by a Tribal Habits
training expert.

The next step is to organise your imported and custom online training into some training
pathways. Pathways group together modules into a single experience. Pathways make
enrolments much easier since you only need to manage enrolments into a single pathway
rather than many modules.

Pathways are also easier for employees since it becomes clear they must complete a series of
modules to finish this training exercise. It becomes a ‘to-do checklist’ which is intuitive and
engaging.

You might create separate pathways for employees and managers, as well as pathways for
compliance and induction. In this case, two pathways of compliance modules and policies for
both employees and managers might make sense.

Now you are ready to make your administration easier. Your online learning platform should
contain a number of features which can automate the ongoing management of your employees
in their online training.

e Automated due dates - You should be able to set due dates for both your modules and
your pathways based on either specific dates (e.g. the due date for all compliance
training pathways is set as 30 June regardless of the date an employee joins the
organisation) or dynamic dates (e.g. the due date for each module is set as seven days
from the date the employee starts each module).

e Automated notifications - You should be able to have the online training platform
automatically send email notifications to employees as they are enrolled in pathways.
Ideally, their manager should also be notified so they can help manage the employee
through the process.

e Automated reminders - Finally, you should be able to activate automated reminder
emails for employees, both in advance of their due date and after their due date. Ideally,
their manager should also be notified when they are well overdue.
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We are almost ready to upload and enrol your employees. Before we do that, go into your
online training platform and set up the data you want to record for each employee. You should
be able to add things like location, role, team or any other useful demographic information.

These fields can be later used to help segregate employees for improved reporting, data
analysis and enrolment options. Once you have your data fields set, download a CSV template
from your online training portal to populate with employee information.

You can now upload your employee spreadsheet AND enrol employees into their compliance
training pathways at the same time. That should trigger your automated notifications and due
dates. At this stage, your initial implementation is complete.

You can allow some time for employees to undertake their training. As a next step, you can
start to review training data, quiz answers, success rates and employee feedback while
contemplating the next step in your implementation process!
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If you can create a PowerPoint presentation, you can create online training in Tribal Habits!

1. Start by importing from a library. Tribal Habits has two libraries of world-class
training content ready to be imported into your portal. From Australian online
compliance training to personal development training, we have you covered. Our library
topics appear in your branding and seamlessly plug-and-play with any training modules
of your own. Access instant training content or complement internal knowledge.

2. Startfrom a training template. Creating your own training in Tribal Habits is simple.
Start from one of our commonly used online training templates or simply begin from
scratch. Our building block editor makes capturing knowledge as easy as creating a
PowerPoint presentation. Except now you have interactive online learning, complete
with tracking and reporting! You can also upload existing eLearning from legacy
formats including SCORM, xAP]I, AICC and cmi5.

3. Start by following a guided process. Tribal Habits provides a fully guided process to
create online training that ensures you capture the information that is most pertinent to
your organisation. Our online training building block editor allows Tribal Habits to
automatically format all your training content. You can also tap into free advice from
our experts to ensure your training is on point.

4. Allow us to lend a hand. Call on the experience and expertise of the Tribal Habits team
to get the job done for you. Whether it be updating and transferring old material or
starting from scratch, we're here to help. We can provide advice on training
curriculums, transfer existing training content or run briefing sessions with your
internal experts to motivate and inspire their efforts.

Tribal Habits' modern interface leverages video, social learning and interactive elements to
inspire employees to make real change.

e A modern learning experience. Today's organisation is mobile, agile and responsive.
That's why Tribal Habits is available 24 /7 and performs on any device. It's like using a
modern website, not an old-fashioned slide show. Tribal Habits user interface is sleek,
intuitive and requires no training. We automatically adapt content to your brand
standards, including modules from our ready-made libraries.

¢ Social sharing and peer learning. Reflection questions encourage learners to
periodically share thoughts with other learners to improve knowledge retention and
foster a feeling of social learning. Tribal Habits can share insights that other users have
gleaned through their learning journey. These connections enhance the learning
experience by providing context and social proof.

¢ Move from theory to practice. To facilitate the flow of information from theory to
practice, Tribal Habits actively prompts users to implement what they learn into their
day-to-day jobs (and feedback about outcomes achieved). The best performing teams
are those that continuously practice and reinforce what they learn in training. Tribal
Habits understands this and includes built-in features to support implementation.
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Easy enrolments and powerful automation remove the burden of managing training. Detailed
reporting provides insights on real outcomes.

¢ Automate the mundane. Tribal Habits removes the administrative burden of managing
training. We want you to focus on unlocking great training content and connecting
employees and knowledge. Simply enrol staff in pathways, and our set-and-forget
admin panel automatically sends training prompts to users and tracks training progress
and knowledge transfer throughout your organisation.

¢ A ssingle view of training. Tribal Habits is your repeatable, foolproof approach to
training. Do away with spreadsheets, folders, emails, PDFs and slides, all containing
different information and no completion data. Online training provides the same
experience to every employee, every time, in any location. Tribal Habits' version control
ensures staff access only the latest information at all times.

e Detailed reporting and analytics. Tribal Habits reporting goes way beyond simple
topic completion tracking. Two-way communication and feedback loops allow staff to
comment on what they've learnt and the effectiveness of training. Reporting shows how
new skills have been implemented in day-to-day work and highlights the requirement
for further training-filter training data online with interactive graphs or offline via CSV.
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