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Overview

Purpose/Objectives

<This document’s purpose is to assist the Training Team to design, develop, deploy, and evaluate the application>

Goals of Training

<List the specific goals of the training plan.  This includes but is not restricted to: assignment duties, identifying purposes and capabilities of the application, and/or receiving feedback from training.>

Scope of this Document

<Define what the scope of the training plan is.  Include what the key items need to be addressed and identify those items that would not be in the document scope.>

Timeline

<Include a timeline of the phases, tasks, and timeframe in which to prepare and perform all of the steps necessary to train users and/or stakeholders of the application.  The table on the following page is provided as an example.>

Training Process Timeline
	Training Phase
	Task
	Timeframe

	

	Data Collection and  Analysis
	Define roles and related activities
	Complete

	
	Identify audience group
	Complete

	
	Identify the total number of trainees training
	Complete

	

	Design (most design activities

Completed during Pilot
	Identify Subject Matter Experts (SME) 
	Complete

	
	Group tasks based on assessment/role breakdown
	Complete

	
	Validate Course Outlines and Course Duration with SMEs
	Complete

	
	Identify course goals
	Complete

	
	Configure the Learning Management System (LMS) to support statewide implementation 
	June - July 2016

	
	Incorporate design changes based on Pilot feedback
	June - July 2016

	

	Development
	Identify content developers, SMEs and instructors
	May – July 2016

	
	Create learning objectives
	Complete

	
	Finalize delivery method
	Complete

	
	Update/Develop content for each course
	June – October 2016

	
	Validate Content
	June – October 2016

	
	Project Management review of materials
	June – October 2016

	
	Pilot course materials
	October 2016

	
	Final revisions on course materials
	October 2016


	Training Phase
	Task
	Timeframe

	

	Deployment
	Identify instructors
	September - October 2016

	
	Publish training curricula
	October 2016

	
	Identify and evaluate facilities
	September - October 2016

	
	Determine availability of facilities
	September - October 2016

	
	Finalize number of training courses and locations needed
	September - October 2016

	
	Reserve training sites for instructor-led training (ILT)
	September - October 2016

	
	Schedule training classes
	September - October 2016

	
	Schedule sufficient instructors to deliver classes
	September - October 2016

	
	Assist counties in completing role mapping in the Learning Management System (LMS)
	October – November 2016

	
	Enter class information into the LMS
	November 2016

	
	Communicate registration and scheduling process
	November 2016

	
	Work with Help Desk to define needs during training
	November - December 2016

	
	Students complete self-registration.  Confirmations sent via the LMS
	November 2016 – April 2017

	
	Remind students of upcoming class
	December 2016 – April 2017

	
	Setup, configure and test computer and training equipment in training room(s)
	December 2016 – April 2017

	
	Conduct train-the-trainer
	December 2016

	
	Print and distribute instructional material
	December 2016 – May 2017

	
	Conduct end user training
	January - May 2017

	
	Record training of individuals
	January - May 2017

	

	Evaluation
	Develop and distribute training evaluation
	January - May 2017

	
	Review training evaluations
	Periodically or if training evaluations justify revision

	
	Update of training materials
	As necessary


Assumptions and Constraints

<List all of the assumptions and constraints for training.  Identify the assumptions and constraints for users, instructors, scheduling, materials, and technical readiness.  Examples for each group are listed below>
Users

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

· End users will be knowledgeable of Phase processes prior to attending training.
· End user training will be role-based. A training role is a grouping of activities or system transactions within a process that an individual performs.  The Office of Mental Retardation (OMR) and Counties will map end users to roles with the support of the Field Support Team. 
· The number of Supports Coordinators and Support Coordinator Supervisors reported by the non-pilot counties is accurate.

· The maximum number of Supports Coordinators that will be trained per week is 80.

· Administrators will assist in role mapping in the LMS.

· Supports Coordinators who are responsible for both Supports Coordination and Intake should complete the Register with MR web-based training.

· SC Supervisors will attend the first Supports Coordination training class in their Go-live wave.

Instructors

· A minimum of 12 FTE OMR instructors will actively participate in system testing, pilot of web-based materials, train-the-trainer, and training delivery December 2016 – May 2017.

· The maximum percentage of Supports Coordinators trained at one time will be 50% of total SC staff.

· OMR instructors will be lead instructors, in co-facilitation situations with OMR Consultants.

Schedule

· Any changes in the implementation timeframe will impact the training dates.

· The maximum number of instructor-led classes held per day is 6.

· The maximum number of instructor teams (at least 2 people) per day is 6. 

· Training sites will have a minimum of 12 PCs for training

· OMR will be responsible for deciding how make-up training will be deployed.

Materials

· Training materials will be built off of the General System Design (GSD) and Detailed System Design (DSD) with incorporation of Pilot training and Pilot implementation feedback.

· The first lesson of every training course will review the business processes to provide a context for the system tasks in the course.

· Reviewers will adhere to the timeframes for the quality sign-off procedures. 

Technical Readiness

· The training server will be able to support 200 simultaneous end users. 

· The Technical Team will provide data generation and assist with data load for the training application.

· Web-based training (WBT) will not be tied to a live system.

· On-line help will provide screen and field level descriptions.

· The training application system will be available at least two weeks prior to scheduled training dates.

Roles and Responsibilities

<Identify the individuals and their roles that will be essential for training.  Include an organization chart as well as a table with the description and responsibilities for each role.>

<Attach the training organization chart from training team management to trainers, SME’s, and logistics staff>

Training Organization Chart

	Description
	FTE
	Primary Activities
	Responsibility

	<Enter a description of the role>
	<Identify the number of Full-Time Employees is needed per role>
	<List the primary activities duties this role is responsible for>
	<Identify the name(s) of the resources that will fulfill this role>

	
	
	
	

	
	
	
	

	
	
	
	


Data Collection & Analysis
<The Data Collection & Analysis section defines the information to be used in class scheduling and Logistics.  The following table outlines the number of all Supports Coordinators (SC) (excluding Early Intervention) and Supports Coordinator Supervisors to be trained during each wave of roll-out. >

	Wave
	County
	Number of Supports Coordinators
	Number of Supports Coordinator Supervisors

	Wave 1
	<Identify the counties for this roll-out conducted in this wave>
	<Identify the number of support coordinators for this county in this wave>
	<Identify the number of Supports Coordinator Supervisors for this county in this wave>

	
	
	
	

	
	
	
	

	
	
	
	

	Wave 2
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Wave 3
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Total
	
	


<Based on the waves of implementation, identify a training schedule and populate the table below>

	Class
	Duration
	Date Ranges
	End User Maximum Week

	<Identify the name of the class, e.g. Supports Coordination>
	<length in class in days>
	<Identify the dates which the class will occur>
	<Identify the number of maximum end users per week>

	
	
	
	


Curriculum Design

<This section reviews how the training was developed and/or revised.  The curriculum lists all the courseware required to teach functionality to end users.>

	Title
	Prerequisites
	Roles
	Objectives
	Duration

	Web-Based Training

	<Curriculum Title>
	<List the prerequisite skills needed to take the training.  E.g. basic computer skills>
	<Identify the roles that would be required attend the training>
	<List the objectives of the individual training>
	<Identify the length of the training>

	
	
	
	
	

	
	
	
	
	

	Instructor-Led Training

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Job Aid Training

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Development

<The development phase of training involves the creation of training content and materials supporting the curriculum design.  In determining what deliverables to develop, the Training Team considers the following objectives:

· Deliver role-based training to end users

· Employ appropriate training approaches

· Create self-sufficient users

· Create a permanent training infrastructure>

Deliverables

<Deliverables will not only supplement instructor-led class content, but will also serve as on-the-job references.>

Training Materials

	Training Materials
	Description

	<Identify the training material deliverable>
	<Enter the description of the training material>

	
	

	
	

	
	


Development Standards

<Use templates to develop training materials.  This will support consistency in presentation and adequate level of detail for training delivery.>

Content Sources

<The course outlines establish the content and organization of the training courses.  In order to create training courses meeting the learning objectives in the course outlines, the Training Team will use the GSD, the DSD, interviews with the process Track Leads and other SMEs, and Pilot County feedback to document the information listed below:

· Process description – This section presents a brief description of the lesson process, reviews the roles and specific responsibilities related to business process, and includes a visual business process flow.  This section relates the course material to the business process and provides context for the system tasks. 

· New terms and concepts – These sections include vocabulary terms or new concepts required to perform activities in the application or to understand business processes.  For example, a new concept in the Supports Coordination subsystem would be the definition of an “outcome.”  This section provides the end user with the background they will need to process the system tasks.

· New policies and procedures – This section lists new policies and a procedure related to the business process and system tasks in the course, gives a brief definition of those policies and procedures, and provides reference information for them.

· System task procedures – These are step-by-step procedures that teach an end user how to complete the fields on a screen.  They include a description of the screen’s purpose, each of the field names, and the action required to complete each field.  End users can use these procedures as instructions for completing each screen.

· Business scenarios for exercises – These provide the context for a “hands-on” exercise.  They describe a sample circumstance in which the end user would access a specific system task and supply data for the end user to execute that system task.>

Learning Management System (LMS)
<The LMS will manage on-line training materials, scheduling, and registration for training.  Additionally, the LMS will be used to manage courses developed and the Support Coordination course(s) developed and delivered.>

LMS Functionality

<List the LMS Functionality that has been agreed to that will be supported as well as new functionality developed.  A sample list of functionalities include :>

· Course enrollment

· Hosting web-based training courses

· Scheduling instructor-led training

· Facilities management

· Role mapping

· Communications

· Course tracking

· Course information

· Reporting

· Course Evaluations 

· Certified Investigator Certification

· LMS Registration

· Class Capacity Planning

· Role Mapping Monitoring

User Roles
<For security and access purposes, create several user roles for the LMS.  Examples of user roles include :>

· Users

· Registrars

· Logistics Managers

· Instructors
Additional LMS Activities 
<Identify any additional LMS Activities not covered in the previous sections.>
Risk Area
<Identify any risk areas attributed to the LMS.>
Technical Support
<Identify how the technical aspects of the LMS will be supported.>
LMS End User Requirements
<List the technical requirements for the end user’s desktop PC.>

Deployment

<The deployment section will outline the strategy for logistics and training delivery. Training logistics includes the identifying, scheduling and assessment of training facilities, scheduling classes, registering end users, executing training readiness activities, communicating, and planning for contingency. Training delivery includes methodology, instructor qualifications, and the train-the-trainer approach.>
Logistics

<The LMS will support logistics activities, especially registration and scheduling.  Logistics includes:

· Training Facilities – this section discusses locations, required characteristics, and equipment

· Scheduling – this section discusses scheduling classes, facilities, and instructors

· Registration – this section discusses registering end users for specific classes

· Readiness – this section discusses materials preparation and distribution, site preparation, and pre-training activities

· Communication – this section discusses how to communicate to the people supporting and participating in end user training

· Additional Logistical Considerations – this section discusses make-up, contingency, and substitution planning needs>

<For the communication plan section, complete the table below>

Communication Plan

	Stakeholder Group
	Communication Vehicle
	Method

	<Identify the Stakeholder group for communication>
	<Identify the communication vehicle for this stakeholder.  E.g. Executive Leadership, Regional Transformation Coordinators>
	<Identify the method of communication.  E.g. Email Training Manager, Web Bulletin Board, etc.>

	
	
	

	
	
	

	
	
	


Additional Logistics Considerations

Additional Training

<Additional training is defined as any training that is needed after initial training implementation.  It includes training for new hire personnel, staff who miss initial training rollout, or classes cancelled due to weather or instructor illness.>

Refresher Training

<Refresher training is an important component of a complete on-going training program.>
Contingency Planning
<The contingency training plan will include policies about cancellation, substitution, equipment failure, etc.>
Training Delivery

Approach

<Describe the training delivery approach including capability transfer, trainer availability, training timelines, and/or identification of key county staff to be involved>
Training Delivery Approach

<Include a schematic of how the training delivery will be implemented>
Instructor Qualifications

<List all of the qualifications of what is expected from an instructor.  Instructors should have the following knowledge, skills, and abilities:

· Ability to represent OMR and Transformation changes positively

· Comfortable speaking in front of a group

· Reasonable level of computer skill

· Ability to maintain enthusiasm throughout 3 day training

· Display a positive outlook even during difficulties

· Knowledge of course material (this may be gained by supporting development, testing, or pilot)

· Ability to create a non-threatening learning environment

· Good Communication Skills to enhance learning through motivations, association, repetition, and use of the senses

· Knowledge of the subject to reinforce course objectives and enhance learning through motivation, association, and repetition

· Positive attitude to help motivate trainees by being friendly and enthusiastic and by accepting others as individuals

· Patience and flexibility to respond to trainees learning needs

· Professional behavior to place importance on your conduct and effectiveness in managing the class to motivate trainees

· Desire to train others>
Trainer Time Commitment

<List the dates and times that a trainer must be able to commit to the training schedule>
Train-the-trainer Program

<This approach will consist of reviewing adult learning principles and facilitation skills, reviewing the course materials with the instructors, reviewing training logistics such as room set-up, and having the instructors attend the class as a co-facilitator before they are primary instructors.>
Evaluation

<Evaluation and Quality Assurance occurs throughout the entire training lifecycle; it is a continuous process.  Quality assurance includes the management of risk as well as continuous checks of the training program’s validity and reliability in relation to training.  It is important to monitor, evaluate risks and provide solutions to alleviate potential impacts to training.>
QA Process / Validation

<Managing the quality review process is key to the success of the end user training materials development effort.  The quality review strategy outlines the “who, what, how and when” aspects of a quality review.  This section will:

· Define the review lifecycle

· Detail what types of reviews are required

· Describe how the reviews will be managed

The success of the quality review process requires that all parties - reviewers as well as developers have a clear understanding of the purpose, requirements, and scope of each review. The quality review process assures that:

· Training materials are appropriate for user group

· Training is specific to the function that the attendee performs

· Training materials are developed with consistent format and level of detail

· Review of the training material is done in a timely manner

· Review points are consistent

· Review is performed by the proper person>
Pilot Training

<The final step in the review process is the pilot.  The primary developer will pilot new course materials to a User Acceptance Testing (UAT) audience and to the other instructors.  The audience will evaluate the courses for usability.  Specifically, they should consider the following:

· Do the term and concept definitions make sense?

· Do the exercises work?
· Is the on-line, system task documentation easy to follow?>
Risk

<The following table shows the risks identified throughout the design and development process of the training program.  This table shows the recommended management strategy, the likelihood of occurrence, the consequence if the risk is not mitigated, who is responsible for the mitigation and the date the risk must be resolved.  It will be the responsibility of the Training Team to monitoring these risks, but it will be the responsibility of the designated owner to assist in the resolution.>

Risk Identification 

	Risk
	Management Strategy
	Likelihood of Occurrence
	Consequence
	Ownership
	Dates

	<Name of the risk>
	<Strategy to overcome risk>
	<Low, Medium, or High>
	<The consequence if the risk is not handled>
	<Role who owns the this risk>
	<Date of identification of the risk>

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Next Steps

<List the actions that are required for the development and deployment of a complete training program.>
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