
Checklist to Ensure the Success
of Your Training Program
Now that you have purchased our course content, the next step is to put a plan in 
place to ensure a successful roll-out of your training program.  The following checklist 
is a compilation of the best-practices we have utilized to help organizations such as 
yours achieve a successful rollout. 

       Internal Training Program Meeting

During this meeting your team should discuss:

• Purpose and goals of the training program
• Who will take ownership of this program 
• Who will serve as LMS Admin, and be responsible for student/course setup, and 

pulling reports to track course completion progress
• Which employees should take which courses
• Whether or not courses will be mandatory
• How much time employees should have to complete their courses (We 

recommend 3 – 6 months, maximum)
• Steps to ensure that employees complete their assigned courses
• How to get buy-in to the training program from managers and employees
• Your roll-out plan 

       Kick-off call with Security Compass Training Team

This meeting will be used to discuss how Security Compass can help you in meeting 
your training goals.  Your training program owner(s) and LMS Admin(s) should attend 
this meeting.  During this meeting we will discuss:

• Roles, responsibilities, and expectations
• Your roll-out plan
• Security Compass’s roll-out process and delivery timeframes
• How students will be enrolled
• System requirements
• Training program best-practices
• Meeting schedule



 Testing

Testing is an integral part of any roll-out plan.  We recommend that the system and 
courses are thoroughly tested to ensure that:

• Courses run smoothly
• Correct quiz scores are being saved
• The system accurately records passing/failing and course completion

 Soft-launch

Before rolling out the courses to all of your employees, we recommend a soft launch.  
The soft launch, which should take place approximately 4 - 6 weeks prior to your 
scheduled roll-out date, involves enrolling only 5 - 10 students in the courses.  These 
students should complete the assigned courses within 2 weeks, and provide feedback 
on any technical issues they experience.

 Full roll-out

Once you are certain that everything works as expected, it is time to roll-out the 
courses to all of your employees.  Roll-out usually involves the following steps:

• Implementing the enrollment plan discussed during the kick-off call
• Sending out an announcement letting students, and their managers, know that 

the program has been launched.  This announcement should also include 
information regarding how students access the courses, and when you expect 
them to have their assigned courses completed. 

• Based on the enrollment plan used, you may need to send students their login 
credentials

 Track completion

In order to ensure that you are getting your money’s worth, and that you will see a 
return on your investment, you will want to pay attention to your students’ 
completion rates.  If students are not utilizing the courses, then you will not meet the 
goals of your training program.  For tips on how to encourage employees to complete 
their training, please visit: https://blog.securitycompass.com/proven-approaches-to-
increasing-training-adoption-rates-af4b57c69331

https://blog.securitycompass.com/proven-approaches-to-increasing-training-adoption-rates-af4b57c69331
https://blog.securitycompass.com/proven-approaches-to-increasing-training-adoption-rates-af4b57c69331


 Solicit feedback

Feedback from the participants allows you to gauge how well your training program is 
going and identifies any areas for improvement.  Whether you use a survey, or simply 
have regular chats with your program’s participants, it is important to solicit their 
feedback.  The feedback you receive will not only allow you to determine whether or 
not you are reaching your training goals, but it will also allow you to evaluate how 
effective the training was in meeting the needs of your employees.

At SC we love to hear feedback regarding our content, as it allows us to continue to 
improve our product - so feel free to share whatever feedback you receive.

 Regular check-in calls with Security Compass

Even after a successful roll-out, we like to stay in touch with our customers.  We 
typically set up quarterly calls to discuss:

• Feedback you have received
• Any problems you have run into
• Best practises, to assist you in raising your adoption rates
• Course updates  
• Newly released courses
• Ways in which Security Compass can continue to help you reach your training 

goals. 

If significant problems have been identified, or you simply would like to speak with us 
more regularly, we will set up a more frequent meeting schedule. 


