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Compliance Training Self-Audit Checklist
Use this checklist to identify compliance gaps, audit your current training, and confirm your recordkeeping is audit-ready. Check off each item as you complete it.
	DO FIRST  —  highest legal risk
	THIS QUARTER  —  address soon
	ONGOING  —  recurring


KNOW YOUR EXPOSURE
	☐
	List every state where employees physically work
Include remote workers — compliance follows the employee's location, not HQ.
	Do first

	☐
	Identify your primary industry classification
Healthcare, Construction, Hospitality, Education/Childcare, Retail, and Corporate/Office each carry distinct mandates.
	Do first

	☐
	Note your employee count per state
Many mandates only kick in at 3, 15, or 50+ employees — size changes everything.
	Do first


AUDIT CURRENT TRAINING — ALL INDUSTRIES
	☐
	Pull completion records for harassment prevention training
Applies to every industry. Supervisors and non-supervisors must be tracked separately.
	Do first

	☐
	Verify training frequency matches state requirements
Annual vs. biennial vs. within 6 months of hire — these vary by state and role.
	This quarter

	☐
	Confirm online training is state-approved where required
Some states require interactive components or approved providers. A recorded Zoom may not count.
	This quarter


AUDIT CURRENT TRAINING — BY INDUSTRY
	☐
	Healthcare: verify HIPAA + state privacy law training
Some states also mandate elder abuse or patient rights training separately from HIPAA.
	Do first

	☐
	Construction: confirm OSHA state plan compliance
Online completion is permitted in some states but not others. Also verify licensing board requirements.
	This quarter

	☐
	Hospitality & food service: confirm alcohol server training is current
TABC (TX), TIPS, and ServSafe certifications have expiration dates. Customer-facing roles may need state-specific harassment training.
	This quarter

	☐
	Education & childcare: verify mandated reporter and licensing training
State childcare licensing boards set specific hour requirements. Mandated reporter training is often tracked separately.
	Do first

	☐
	Retail: check workplace violence, wage/hour, and youth labor compliance
Youth labor rules (work permits, shift restrictions) are easy to miss. NY has a specific Retail Safety Worker Act.
	This quarter

	☐
	Corporate/office: confirm cybersecurity awareness training where required
NY SHIELD Act and NYDFS apply to financial services. Check your state's data protection laws for emerging requirements.
	This quarter


SYSTEMS & RECORDKEEPING
	☐
	Confirm certificates are stored and audit-ready
If a regulator asks tomorrow, could you produce records within an hour?
	Do first

	☐
	Segment training tracking by employee work location
One training program does not equal compliant everywhere. Records need to reflect who got what, where.
	This quarter

	☐
	Set reminders for upcoming renewal deadlines
Add biennial and annual dates to your calendar now — don't wait for an audit.
	This quarter


ONGOING VIGILANCE
	☐
	Subscribe to your state labor department's update list
Regulations change. What was compliant last year may not be today.
	Ongoing

	☐
	Identify a compliance resource or legal contact for gray areas
You don't need a full legal team — just one reliable external resource.
	Ongoing



Note: This checklist reflects requirements outlined in BizLibrary's state-specific compliance guide. Regulations change frequently — always verify current requirements with your state labor department or a qualified compliance advisor.
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