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The Training Development & Delivery
Process

Build

Project Management

The training development and delivery process provides a flexible framework for creating training
programs within FSA. It establishes a standard method to assist teams involved in this effort.
The process is comprised of phases, major deliverables, and specific tasks.

The phases are:

1. Plan: Identify training needs and create high-level plans for the project

2. Design: Draft plans to prepare for the development and testing of training materials
3. Build: Produce, review, and test training materials

4. Deliver: Conduct training sessions

5. Assess: Determine if the course is effective and efficient

Project Management: Oversee project communication, tasks, and deliverables
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Major Deliverables

Training needs assessment
Training plan

» Project plan

Instructional design plan

» Evaluation strategy

* Course materials

« Evaluation/ Measurement

Testing
» Training of trainers

» Training logistics

e Training of trainers

Logistics support

» Ongoing training

Evaluation & Analysis

Celebration & Lessons
Learned
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Major Deliverables:
Training needs assessment
Training plan

Project plan

Purpose of the PLAN phase:

Identify the business reason for
conducting the course

Determine the individuals/groups who
need to take the course

Define the specific topics to be
addressed in the course

Determine delivery method for
delivering training

Acknowledge what participants will be
able to do after taking the course
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Purpose of the Training Request Form:
* Brief description of the training

* Define the training need

* Define the intended outcomes

* Determine target audience

* |dentify stakeholders

* |dentify subject matter experts (SME)

¢ Determine timeframe



Training Workplan Template

<Project Name> Training Workplan Template

Retpon bl Mile rtons
1

M

CommentiEtawn

Conduct training needs assessment

zualize)

Receivefzomplete training
request form

Conduct gudience analysis

Create training plan (Determine
elements of project’s vision and scope))

|dentify leaming objects

|dentify conternt scope

Determine delivery strategy

Deterrnine project plan (Define and
priortize performance factors; cost,
time, quality, scope)

9. Receive baseline budget

10 Create workplan, Identify
i milestones

1. Identify roles (role map)

12 |dentify stakeholders and create
i communication plan

13, |dentify logistics strategy

14 Dizvelop budget and create task
i arder

15.] Project managermert

16. Conduct kick-off mesting

17 Owerses project communication,
i tasks, and deliverables

18, Submit status reports

Purpose of the Training
Workplan:

* Serves as a roadmap for the
project

* Defines the schedule
* Assigns tasks and due dates

* Confirms steps are completed
as planned

* Monitors the work effort

¢ |dentifies issues to be
communicated with stakeholders



Role Map Template

Leadership

Project Sponsor

et strategic direction
Control funding
Approve recommendations

Tirne
Carnmitrment

Plan
Progect Plan

Project hianager

Owersee project and monitor team work
Review/approve recommendations and tash
order

Froject Team

Team Lead

Establish and support team

Fszist in planning, designing, building,
delivering, and assessing

Monitor work

Fewien deliverables

Dewelopment Team

Fzzist in planning, designing, building, and
aszeszing the training course

Instructional Desigrer

Fezist in designing and building the
trainertraining materials and helpszupport
proceszes

Trainers

Aesist in deliverng and assessing the
trainertraining materials and helpszupport
processes

ShE

Subject Metter Expert
[SMED

Prowide conternt to project team
Review materals

Target Uzer

Participate in dry rundpilot tests
Atend and evaluate training

Support

Finance Lead

Prowide baseline budget for course
hanitor projectad training costs
Collect and analyze actual training cost data

COR

Create, review, and award tash order

SME Support

hanage SME invohrement

Communications

Create & deliver communication plan
Conduct ongoing communications
Adwertise training

Purpose of the Role Map:

* |dentifies responsibilities for
each role

* |dentities relationships between
roles

* Time commitment required for
each role

* |dentifies primary resources to
complete the project
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Logistical Checklist for Workshops
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Purpose of the Logistical Checklist:

* Secure site locations

Identify and locate needed equipment

Identify and locate needed materials

* Register participants

Ship and mail training materials

Identify POC for all logistical matters
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Major Deliverables:
Instructional design plan

Evaluation strategy

Purpose of the DESIGN phase:

Builds on the content scope and
learning objectives and creates the
course content and methods

Appropriate instructional strategies
and activities are defined

Delivery approach is determined

Reviews are conducted to validate the
instructional design
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Major Deliverables:
Course materials
Evaluation/ Measurement
Testing

Training of trainers

Training logistics

Purpose of the BUILD phase:

Communication and marketing
approaches are developed and
implemented

Participant, instructor, media, and
support materials are created

Evaluations are developed for the dry
run, pilot, TOT, and training course

The dry run and pilot are completed

Camera ready course materials are
sent to the printer

10



Training Sites and Training Schedule
Template

Purpose of the Training
Sites and Training

Training Sites and Training Schedule Template

Course Hame:

Schedule:
Shipping Address 5 jal
Hame of Address of . . . | Alernate and Contact (If pecia .. .
Training site Training Site Trainer Hame(s) | "y oiner Different from Requirements ® SOIlClt and Select trainers

MHotes

Site)
¢ Select sites and schedule
trainers

* |dentify alternate trainers

* |dentify address for shipping
needs

* Acknowledge any special
requirements

11



Trainer Toolkit

Trainer Toolkit Template
Too ki CveriEw e u
Expactations, Raoles, and Responsibilities....................... u
Travel & Expense Policy. ... u
O E TR s 1
How to Handle the Reqgistration/Atbkendance Sheets... u
How to Handle Evaluations........ e u
Haow to Handle Trainer Reparts. e u
Setting Up and Closing Down Chedadist z
Hints for Good Instrochiom. .. z
L8 Ry T T =R z

How tao use the toalkit:

Tazcrainercool ke kB Imanded oo sanve & 4 quldeling for cne oy pes of [nform ko n oo
discelo uoe oo Cna cralnecs and delbeecy ceam. Toe cralner coalkke axokslin cne roks and
ANOACCACH M O CNe Cralning osams, Ofocessas foCam munksclng mEncne wse of cns
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Purpose of the Trainer Toolkit:

Explains the roles and expectations of the
training teams

Identifies the process for communicating
with the rest of the training team

Offers additional guidelines/suggestions for

the trainers

Provides hints for good instruction

Procedures for setting up and closing down

the training session

How to handle evaluations
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Major Deliverables:
Training of trainers
Logistics support

Ongoing training

Purpose of the DELIVER phase:
Deliver the Training of Trainers course

Logistics representatives support training
needs

Trainers deliver the training course

Participant evaluations are distributed and
collected

Training maintenance plan is implemented
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Trainer Report

Trainer Report — Course Session
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Purpose of the Training Report:

Documents number of attendees

Documents number of evaluations received

Documents site feedback

Documents trainer feedback, suggestions,
and recommendations

Documents any special circumstances that

occurred during the training session
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Major Deliverables:
Evaluation & Analysis

Celebration & Lessons Learned

Purpose of the ASSESS phase:

Training evaluations are submitted to
FSAU

Training evaluations are summarized
and assessed

Final report is created based on training
course recommendations

Celebrate the completion of the training
course by acknowledging contributions,
lessons learned, and successes
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Benefits of the Process

Team approach
O Seek input from key stakeholders, subject matter experts, and others affected by the project

U Ensure that teams reflect various groups, with representatives from different channels and operating
partners working side-by-side

Project planning
O Gather channel managers and FSAU representatives to plan training for the year ahead
0 Require sign-offs at the end of each phase before the next phase begins
QO Utilize tools to enable successful planning
= Training request form
» Stakeholder analysis
= Communication plan

Defined roles & responsibilities
O Determine whose staff is responsible for which tasks
* Role map
U Encourage resource management to limit workload imbalances

Logistics support
O Plan logistics strategy to best meet the needs of the development team and trainers
O Assign a point of contact to each team to manage logistical elements, such as printing and shipping

O Assure that materials and logistical arrangements are prepared and delivered prior to training
16



The Goals of the Training Process

Working together, we achieve FSA’s goal to develop training that is:

Relevant:
Interactive:
Engaging:
Polished:
Supported:

Stakeholders and subject matter experts help define training needs

Training design that encourages participation and active learning

Professional trainers who capture interest and enhance learning

Skilled facilitators who present well planned, designed, and developed materials

Established processes and logistical assistance that enables trainers to focus on
the task at hand
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