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Manager’s Training Toolkit -

Getting the Most Out of Employee Training
MRA is committed to helping your organization reach your business goals, and we will support your training initiatives before, during, and after your employees attend training. Using this Toolkit will help your managers get the most out of your training investments. Included are several templates that can be modified to fit your specific organization.

Pre-Training Briefing. A checklist of topics for managers to discuss with employees several days before the training. This briefing sets the expectations and contributes to the overall success of the training.


Coach’s Guide. A worksheet for managers to use for planning feedback for employees after training.  


Post-Training Briefing. A checklist for managers to use within a week after training. This briefing helps managers discuss what the employees learned in the training and set goals for applying what was learned to the job.


Employee Action Plan. A tool for employees to determine what they’ve learned and what steps they will take to implement changes. The action plan should be discussed with their manager.  

Development Plan
. A worksheet for employees to plan out their continued development in specific areas of learning. This development plan should be reviewed with their manager and/or coach.

Training Follow-Up. A checklist for managers to use 30 to 60 days after training. In a follow-up meeting, managers can acknowledge and reinforce accomplishments and coach on areas needing improvement, if applicable.

Pre-Training Briefing

Manager:  Conduct a short pre-training briefing with employee/s that are scheduled to attend a training session. The briefing can be done individually or in groups as needed. It should set the expectations and will help contribute to the overall success of the training. Plan on 10-15 minutes and schedule the briefing several days before the training. Use the checklist below as a guideline.

Employee(s):       
Training Program:       
Date:       
  1.
Review the objectives and outline for the training program.

  2.
Discuss benefits of the training for the employee/s and the team. Talk about specific skills/competencies employee/s will learn and how they will help on the job.

  3.
Share what you, the manager, hope the employee/s will gain from the training.

  4.
Ask employee/s what they hope to receive from the training.

  5.
Describe expectations and what specifically you, the manager, want the employee/s to do differently as a result of the training.

  6.
Ask employee/s to refrain from taking calls and messages during the training; leave laptops at their desks; come ready to work.

  7.
Review logistics with the employees: 

· When is the training held (day, date, time)?

· Where is it being held (location, directions, and other key information)?

· Who needs to know the employee will be out so that the employee can attend training without interruptions from work?

· What, if any, travel arrangements need to be made and by whom?

· Is food provided during training or will participants need to eat on their own?

· How will expenses be handled?

Notes:
     
Coach’s Guide

Manager: Use this simple documentation worksheet for planning feedback for employees.
	1.        will attend this seminar in order to learn the following:

Notes:       

	2.  When       returned from the seminar he/she told me that because he/she learned       he/she will do the following differently:

Notes:       


	3. On       I watched       work with his/her staff and saw him/her incorporating/not incorporating the following skills:

Notes:       
	4.  This is what I did to reinforce those skills I saw       use or not use:

Notes:       


Post-Training Briefing

Manager:  Please conduct a short 20 minute post-training briefing with employee/s within one week after they attended training. The briefing will help you and your employee/s discuss the experience and set goals for applying the content of the training program to the job. Use the checklist below as a guideline.

Employee(s):       
Training Program:       
Date:       
  1.
Discuss what the employee/s learned. According to the program description and objectives—did the training provide you and the employee what you are looking for.
  2. Collaboratively establish and agree upon goals for applying the content of the training to the job. Utilize an action plan to reinforce the steps that will be implemented.
  3.
Discuss potential obstacles and how they will be overcome.

  4.
Ask employee/s to identify ways you, the manager, can provide support.

  5.
Discuss additional steps you would like the employee/s to take as a result of the training.

  6.
Acknowledge the employee’s commitment to learning. Express your appreciation.

  7.
Establish a date and time for follow-up to the action plan.
Notes:       
Employee Action Plan

Employee:       
Training Program:       
Date:       
Employee: Now that you’ve completed training, you can reinforce your learning by discussing your action plan with your manager. Use this plan for a post-training meeting with your manager.

 List 1 to 5 concepts (i.e. dealing with change; supportive communication; trust-building, etc.) that you learned and find useful in your role.  What will you do differently as a result of what you learned?  (Remember to be specific)

	Concepts
	What will do you differently?

	1.       
	     

	2.       
	     

	3.       
	     

	4.       
	     

	5.       
	     


 List 1 to 5 skills (i.e. feedback skills; listening skills; meeting management skills, etc.) that you will put into practice on the job. When and how will you use these skills? (Remember to be specific)

	Skills
	When and how will you use these skills?

	1.       
	     

	2.       
	     

	3.       
	     

	4.       
	     

	5.       
	     


 What support would you like from your manager as you implement this plan? After discussing with your manager, what additional steps would he/she like you to take when implementing this plan?

Development Plan
Employee:  This worksheet can be used to plan out your continued development in specific areas of learning. For each development goal, state the goal and describe the specific behavioral changes you want to make. This development plan should be reviewed with your manager and/or coach.
Name:      


Period of Plan:      
	Development Goal 1:      

	Developmental Activities: Describe the activities that will help you reach your learning goal.
     

	Timeline/Completion Dates:
     

	How will you know you’ve successfully completed the activity?
     

	Potential barriers to accomplishing this goal and activities:
     

	Actions to take to overcome barriers:
     


	Development Goal 2:       

	Developmental Activities: Describe the activities that will help you reach your learning goal.
     

	Timeline/Completion Dates:
     

	How will you know you’ve successfully completed the activity?

     

	Potential barriers to accomplishing this goal and activities:
     

	Actions to take to overcome barriers:
     


Training Follow-Up

Manager:  Please conduct a follow-up meeting with your employee 30 to 60 days after training to acknowledge and reinforce accomplishments and coach on areas needing improvement. Use the checklist below as a guideline.

Employee(s):      
Training Program:      
Date:      
  1.
Discuss improvements and accomplishments.

  2.

Give positive feedback on accomplishments and constructive feedback on areas to improve.

  3.
Discuss any obstacles and what to do about them.

  4.
Provide appropriate recognition. 

Notes:       
Need help developing training plans for your organization?  Want to build on the strengths of your people and address areas that need development? MRA can help!  
About MRA

We help businesses thrive by creating powerful teams and safe, successful workplaces.
Founded in 1901, MRA is one of the largest employer associations, serving 4,000 employers. From small entrepreneurs to Fortune 50 companies, our members include a variety of industries in Illinois, Iowa, Minnesota and Wisconsin.

Member organizations have access to expert guidance, best practices, essential tools, and dozens of services in human resources, learning and development, and productivity improvement. Member services include a 24/7 Hotline, HR resource center, affirmative action, recruiting, employee retention, reference and background investigations, organization development, roundtables, business skills, and management and leadership training.

Learn how MRA can help you develop and retain a powerful workforce. Call 800.488.4845 or visit mranet.org.
This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation.  © MRA – The Management Association, Inc. 
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