

Stanford University IT


[image: image1.wmf]
Technology Training
Training Plan Template
2/16/17
Table of Contents

2Table of Contents


3Purpose of Document


3Goals and Scope


4Assumptions


5Roles and Responsibilities


6Training Development/Delivery


7Continual Process Improvement


8Task Checklist




Purpose of Document
The purpose of this document is to provide a template and guidance around the creation of a training plan/program in support of project and organizational initiatives.  Not all steps may be applicable in all cases.  The document functions as a template in that the headers outline elements of the training plan.  The current content under each header can replaced with details appropriate to the training plan per the best practices and considerations indicated. 
Training Plan Goals and Scope
In most cases, the goal of the training is to change organizational behaviors to achieve improvements in productivity, efficiency, service levels, etc. according to the project or initiative’s value proposition. Business Owners and Service Owners can provide clarity around project goals, which in turn, drive the development of the training plan.  Describe the goals in terms of the value or benefit gained by the organization resulting from the training.  Be sure to describe items that the plan will address and items may be out of scope.  

Roles and Responsibilities

There are numerous resources involved in the development and delivery of training, some of which may be resources external to the organization.  List the names of individuals who are essential to the development and delivery of the training and their roles.  For example:

· Subject Matter Experts (SMEs) 

· Training Analyst
· Content Developers
· Instructional Designer

· Instructor(s)

· Administrators
· Technical Support Staff

Assumptions 

List assumptions and limitations for training for learners, instructors, scheduling, materials, and technical readiness.  Some assumptions and limitations will be readily apparent at the on-set of plan definition.  However, it is likely that many assumptions and limitations will surface during the planning process.  For example: 

Learners 
· Students will be proficient in basic computer skills before they attend training.

· Learners will have completed the following pre-requisites:
· The maximum number of leaners per class is XX.

Instructors

· There will be a minimum of x instructors per xx leaners. 
· Instructors should have the following skills/background: 

Schedule

· Any changes in the implementation timeframe will impact the training dates 
· Make-up training will be or will not be scheduled 
Materials

· Course materials will be delivered to registered users two days prior to the start date of the course
Technical Readiness

· The online training systems will support up to support xxx concurrent users.  

· Hardware, software, network requirements
· Any special access to systems, applications, etc. 
Training Development/Delivery

The development and delivery of training involves numerous steps and considerations including:
· Assessment of current skill levels

This is important when there are expectations for learners to be at a common baseline of knowledge and/or skill level.  The pre-requisites needed to establish a baseline could be determined from skills assessments. 

· Establishment of learning objectives:
What concepts/skills should learners understand or be able to execute by the end of the training? 

· Content creation, content modification and/or content selection of pre-defined content

When creating new content, sources typically include SMEs, processes, policies, and related publications and documentation.  Modification of content assumes an update to an existing course or training.  Pre-defined content assumes courses or training developed and owned by third parties.  

· Selection of a training approach

There are numerous training and it is common to see multiple training approaches applied within a comprehensive training program. 
· Role based training

· Product/feature training

· Train the trainer

· On-the-job training

· Mentoring

· Selection of a delivery approach  
There are multiple delivery approaches.  Again, using multiple delivery approaches is common within a comprehensive training program. 

· Instructor Led either lecture based or hands-on

· Live webinar

· Online
· Drop-in sessions with SME

· Blended learning

· On-the-job  

· Measurement of learning objectives

It is important to establish a way to measure whether or not learning objectives are being achieved.   For example, learners may tested to ascertain new skills or conceptual understanding.     

· Administration and Logistics 
The administration and logistics of training critical to the success of any training program.  It is typical to manage logistics and class administration through a Learning Management System (LMS).  Items in this category include: 
· Selection and scheduling of training facilities

Considerations include cost, capacity, technology, location in terms of proximity to users, and parking. 
· Scheduling training
Coordination of instructor, facilities, entry of course information into the registration system, wait list set up, cancellation set up per policies, and support for geo-diverse users. 

· End user registration

Self-serve or centrally administered, contact details 

· Readiness including prerequisites and distribution of training materials

· Communication 

Outreach to confirm registration, send reminders, distribute materials, evaluations and follow-on training
· Contingency Planning

“What if” scenarios such as technology issues, instructor absence, etc.  Determine if make-up sessions will be offered. 
Continual Process Improvement

     Training evaluations and other tools for ongoing improvements need to be incorporated into the training lifecycle.   Often, initial training sessions are delivered as pilot sessions to collect user feedback.  Modifications to the delivery and materials to improve the training are the result of user feedback.  Every training session should end with an evaluation to collect feedback on the instructor and content.  Evaluation response rates are typically higher if evaluations are administered as part of the training versus outside of the training. 
Task Checklist
The following task list is included as a planning and implementation tool. 
	Task
	Responsible
	Target Date

	Identify course goals
	
	 

	Define roles and related activities
	
	 

	Identify audience group
	
	 

	Identify the total number of trainees  
	
	 

	Identify content developers, SMEs, IDs and instructors
	
	 

	Create learning objectives
	
	 

	Develop, update, or select content for each course
	
	 

	Validate Content
	
	 

	Develop and review a course outline with SMEs
	
	 

	Finalize delivery method
	
	 

	Finalize number of training courses and locations needed
	
	 

	Pilot course materials
	
	 

	Incorporate design changes based on Pilot feedback
	
	 

	Final revisions on course materials
	
	 

	Identify and evaluate training facilities facilities
	
	 

	Schedule training classes
	
	 

	Enter class information into Registration System or LMS
	
	 

	Communicate registration and scheduling process
	
	 

	Setup, configure and test computer and training equipment in training room(s)
	
	 

	Distribute instructional material
	
	 

	Conduct training
	
	 

	Record training of individuals
	
	 

	Develop and distribute training evaluation
	
	 

	Review training evaluations
	
	 

	Update training materials based on evaluation feedback
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