"l"rain'ing['Makes'
All the Difterence.

Shazia Parveen [SP]



Shazia Parveen [SP]

CONTENTS

Needs Analysis Worksheet (Trainer Led)

Training Objectives Worksheet (Validated by the Requestor)

Training Plan/Learning Outcomes (Validated by the Requestor)

Activity Design Worksheet (Validated by the Requestor)

Workshop Planner (Validated by the Requestor)

Action Plan (Filled by the Trainee)

N URIWNE

Individual Development Plan (Validated by the Requestor)




1. Needs Analysis Worksheet

Use this worksheet to analyze the training needs for an audience

Training Program:

Learning Objectives:

Three Tests

Apply these tests to determine exactly what your audience needs.
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Test

Description

Outcome

Readiness

What are the benefits to the learner?

Experience

What knowledge, skills, and abilities
do your learners already have?
How can you build on them?

Application

How will your learners apply what
they have learned?
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2. Training Objectives Worksheet

A-B-C-D Learning Objectives Worksheet

Use the worksheet below as a guide to write learning objectives in the

A-B-C-D format.

A = Audience

This specifies the people or groups of people you expect to participate in this training.
Audience: Recruiters

B = Behaviour

What do you want participants to do as a result of the training?

Define the behaviour in the broadest possible terms.

Behaviour: 1. Provide a correct and timely communication [verbal/written] to a fellow
recruiter/candidate/sr. executive.

C = Condition

This describes the situation or circumstances in which the behaviour is completed.
Condition: During in-class simulations/live scenarios

D = Degree

This is how well the behaviour must be performed.

Degree: Ten times without error

Recruiters will provide a correct and timely response [oral/verbal] to a fellow
recruiter/candidate/sr. executive during in-class simulations five times without error.
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3. Training Plan/Learning Outcomes:

3 types of gaps that training can solve with 100 percent accuracy: Knowledge, skill & ability

Intro/Rapport Building

Importance of improved communication skills
Oral/written Communication skills
Personality Development

Self Inspired Individuals

Great Team Bonding

Engaged & More Productive/Satisfied
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Short term/Long term strategies:
Written Communication - including email & messaging

1. Techniques to proofread an email & message & shortcuts to frame a professional email/msg
2. Byte sized language nuggets/activities & assignments activities that will improve their
written communication skills

Oral Communication skills - Listening & Speaking

Short term/Long term strategies: Use Discussions, stories, Communication games, role plays,
case studies, debates, simulations, demonstrations, brainstorming & drama, assignments to
shine their Oral communication skills.
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Personality Development
Targeting to make them outgoing confident speakers & communicators
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Self Inspired Individuals/Team members
Inspire participant using specialized techniques ensuring self sustained intrinsic inspiration at
all times instead of seeking short term motivation which fizzles out easily. Different groups
will be formed & team spirit will be inculcated resulting in improved employee retention &
high levels of productivity.
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4. Activity Design Worksheet

A Five-step Model for Creating Terrific Training Sessions

Rationale

Explain the rationale for learning the new knowledge, skill, or ability.

5 Objectives
Share the objectives for the training activity.
; Activity
Design an activity that allows participants to learn the required content.
Evaluation
4
Determine the extent to which the learning objectives were met.
Feedback
5 Provide the participants with feedback. Revisit the learning activity or provide

additional coaching as needed.




5. Workshop Planner

Workshop Planner

Use this worksheet to prepare employees for a training class.
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Workshop Name and
Description

Audience

Learning Objectives

Effective Presentation Skills

This workshop will show
participants how to deliver
effective presentations to
internal audiences, such as
project teams or senior leaders.

Employees who have to give
presentations to pitch an
internal project to senior
leaders or provide an update

Participants will deliver a
presentation in class that
effectively demonstrates
competency in content
development, visual aids,
speaking, and body language.

Action Plan
Before Training During Training After Training
Know what the training Be an active participant. | Apply new skills while
is about and understand delivering a presentation.
why it's relevant.
Participant
Communicate the training | Schedule time for Observe presentations
to participants and help participants to attend and provide feedback.
] them understand its training without
Supervisor importance. interruption.
Share a course Facilitate an interaction Provide supervisors with
description or other workshop that achieves an observation form
) tool with supervisors the learning objectives. to use while attending
Trainer to help them prepare participant presentations.
participants for training.
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6. Action Plan

Use this worksheet to create an action plan for implementing what you’ve learned.
1. Identify the three takeaways from the class that are most important to you.
2. For each takeaway, create an action plan to implement your new skills.

Takeaway 1
Skill-Building Plan

Complete? Date Due Action
Takeaway 2
Skill-Building Plan
Complete? Date Due Action
Takeaway 3

Skill-Building Plan

Complete? Date Due Action
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7. Individual Development Plan

Individual Development Plan

Use this worksheet to create an individual development plan (IDP) for a single employee.

1. Development Area

2. How Does This Impact Job Performance?

4. Current Performance 5.Gap 3. Goal Performance

6. Action Plan




