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London TDM

Administration and Office Management Training
Courses

Course Venue: Malaysia - Kuala Lumpur
Course Date: From 30 November 2025 To 04 December 2025
Course Place: Royale Chullan Hotel

Course Fees: 6,000 USD
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Introduction

Welcome to the "Office Policies and Compliance Training" course. This 5-day program is designed to
equip participants with essential knowledge and skills necessary to understand and implement
effective office policies while ensuring compliance with relevant laws and regulations. This course will
address best practices and strategies to foster a compliant and efficient workplace environment.

Objectives

* Understand the foundational principles of office policies and compliance.
Identify key regulatory requirements applicable to the workplace.

Assess and improve existing office policies and procedures.

Learn how to effectively communicate and enforce compliance standards.
Develop strategies for ensuring ongoing adherence to policies.

Course Outlines
Day 1: Introduction to Office Policies

» Overview of office policies and their importance
The role of policies in workplace management
Key components of effective office policies
Aligning policies with organizational goals
Case studies on policy successes and failures

Day 2: Legal and Regulatory Compliance

e Understanding workplace regulations and standards
Identifying compliance requirements in your industry
Data protection and privacy laws

Health and safety regulations

e The impact of non-compliance and penal consequences

Day 3: Developing Effective Office Policies

» Steps to creating comprehensive office policies
* Involving employees in policy development

* Reviewing and updating existing policies

e Policy documentation and record-keeping

e Implementing technology to manage policies

Day 4: Communicating and Enforcing Policies

* Techniques for effective policy communication

e Training employees on compliance and policy adherence
e Enforcement mechanisms and disciplinary measures

e Monitoring and auditing policy compliance

e Handling violations and reporting issues
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Day 5: Sustaining Compliance and Continuous Improvement

e Building a culture of compliance and ethical behavior
Continuous improvement of policies and procedures
Conducting regular compliance audits

Using feedback mechanisms for policy enhancements
Leveraging technology for ongoing compliance management
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