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Training Plan Template
[bookmark: _ytii46ix4k66] Document planned training activities to ensure users are prepared
[image: ]
A training plan is a detailed description of how training will occur. A training plan is a place for comprehensive documentation of the program’s approach, strategy and specific plans for training users to support the execution of training activities.
[bookmark: _Toc20236373][bookmark: _Toc20236429][bookmark: _Toc22920484]Instructions
1. [bookmark: _rboachausb6u][bookmark: _k0c5j8akc632][bookmark: _Toc20236374][bookmark: _Toc20236430]Consider your training strategy and approach needed given stakeholders involved, the scope of the change, and resources available to conduct training. 
2. Work through the sections of this document to record your approach and plans. 
3. Share this document internally for review and feedback.
4. Execute on the activities listed and revise the plan as needed. 
[bookmark: _Toc22920485]Helpful hints	
· [bookmark: _m0w9onq4qgcz]Use this plan throughout the development of a training approach and strategy to document key information like R&Rs (roles and responsibilities) or preferred training methods.
· Include observations from the approach and strategy development here: for example, if stakeholders insist on heavily leveraging in-person training, make sure to clearly state the trade-offs below.
· Bolded text used throughout this template indicates that the resource referenced is available elsewhere in the IIS Migration Toolkit.
· Boxes marked “note to author” (indicated with a lightbulb icon) are intended to serve as guidance and offer prompts as you populate the template, and should be deleted before the document is finalized.
· 

[bookmark: _Toc20236375][bookmark: _Toc20236431][bookmark: _Toc20497123][bookmark: _Toc22920486]<Jurisdiction> IIS Migration Department of Public Health
[bookmark: _Toc22920487]Training Plan: <IIS Platform Migration>
[bookmark: _Toc20236376]
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[bookmark: _Toc20236377]<Version #>
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[bookmark: _Toc22920489]Revision history
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	[bookmark: _Toc20237037][image: ]
	Note to author: When listing reviewers above, consider: project manager, business analyst, public health advisor, program epidemiologist, technical lead, help desk staff, IT analyst.
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	Note to author: After the communications plan is complete, update the table of contents above by right-clicking and selecting “update field.”






[bookmark: _Toc22920493]1. Overview
[bookmark: _3dy6vkm][bookmark: _Toc22920494]1.1 Project background
	[bookmark: _Toc20237041][image: ]
	Note to author: Provide a brief overview of the IIS migration effort necessitating the need for a training plan. Refer to the Project Charter for a project description.


[bookmark: _1t3h5sf][bookmark: _Toc22920495]1.2 Purpose of this document
	[bookmark: _Toc20237043][image: ]
	Note to author: For example, the purpose of this document is to outline the training approach, strategies and activities to be pursued and conducted to sufficiently train users on the new IIS platform.


[bookmark: _76xd6s6hxjqu][bookmark: _Toc22920496]1.3 Intended audience
	[bookmark: _Toc20237045][image: ]
	Note to author: For example, the intended audience for this training plan is the IIS migration project team and immunization program leadership, so these individuals contribute to and approve of the training plan as outlined.


[bookmark: _ev03ezw06a4h]

[bookmark: _Toc22920497][bookmark: _17dp8vu]2. Goals and objectives




[bookmark: _Toc22920498]3. Roles and responsibilities
[bookmark: _Toc22920499]3.1 Training responsibilities
The following individuals will be involved in training activities.
	Responsibility
	Name(s), role

	Develop training plan
	

	Develop training materials
	

	Deliver training
	

	Disseminate training materials
	

	Serve as subject matter/content experts
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	Note to author: Include people who may be consultants or experienced users who may also be assisting. Consider: immunization program manager, IIS manager, immunization field consultants/trainers, training supervisor/lead, communications lead, HL7 business analysts, IIS help desk staff. See also: Sample 

	Training Roles and Responsibilities.





[bookmark: _Toc22920500]4. Approach
[bookmark: _Toc22920501]4.1 Training delivery mechanisms
The following training delivery methods will be used to support users in transitioning to the new IIS platform.
	[image: ]
	Note to author: When determining training delivery methods, you will need to consider the following:

	· Number of end users to be trained and their skill level
· Timeframe for rollout of the IIS
· The number of trainers available 
· Facilities available within your jurisdiction for group training, including costs and availability
· Registration process for end users to enroll for training and method to monitor and track participation
· Software to develop online trainings (learning management system); if you’re considering an LMS, ask the following questions:
· Do we have resources, staff time and staff skills to implement, manage and administer a system? 
· Does our staff have capacity to develop, revise, review, approve and publish training content?
· Are there subject matter experts available who can review and provide input to the training content?
· Are there “super users” identified who can assist with ongoing training for new hires and troubleshoot training issues?
· Do we have resources available to conduct more in-depth aspects of training (e.g., VFC, HL7 messages, interface setup, etc.)?
In many instances, the IIS solution vendor will conduct one or more train-the-trainer sessions for a number of program staff. The outcome of this training is a significant group of “super users” who can conduct training for external IIS users and newly hired DPH staff, and who can also provide support during the actual rollout of the new IIS.

The initial training may rely heavily on live webinars to reach the maximum number of IIS users, though other types should be made available (e.g., via the website) to meet individual user needs.

	






	Delivery method
	Description
	Notes

	Train-the-trainer
	Experienced users conduct training for additional individuals, who in turn train additional users.
	

	Live webinars
	Hosted by DPH staff trainers and offered as close to go-live as possible, as well as after.
	

	Recorded webinars
	Available on the DPH website prior to go-live for access at any time.
	

	Video shorts
	Brief tutorials that cover basic elements of key topics will be available on the IIS website before go-live.
	

	Tip sheets/quick reference guides
	Simple task-specific documents available on the IIS website before go-live.
	

	Office hours
	Scheduled times for users to call in with questions and receive assistance.
	

	In-person training
	Classroom-style or onsite training available upon request for specific user groups. 
	

	Supplemental materials
	Additional materials to support training activities. May include instructor guides, presentations, etc.
	

	Training website
	A website to host training-related materials.
	

	Training environment
	A database environment that is used for the purpose of training. Separate from a user acceptance testing environment.
	




[bookmark: _Toc22920502]4.2. Audiences
The following audiences will be trained on the new IIS.  
	Training audience
	User type
	Training delivery method(s)

	Immunization program admin staff
	Internal
	<insert>

	Technical leads
	Internal
	<insert>

	VFC program staff
	Internal
	<insert>

	Outreach staff
	Internal
	<insert>

	Data entry staff
	Internal
	<insert>

	Clinic staff
	External
	<insert>

	<insert>
	<insert>
	<insert>
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	Note to author: Modify the table items and table above to Include all stakeholders who require training. Describe the user type values and training approaches.





[bookmark: _Toc22920503]4.3 Training materials
The following training materials are needed to support the intended training delivery approaches. 
	Materials
	What’s needed/notes
	Who’s responsible

	Instructor guide(s)
	
	

	Student guide(s)
	
	

	Presentation materials
	
	

	Visual aids
	
	

	Handouts
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	Note to author: Modify and/or add to this list and table as needed.





[bookmark: _Toc22920504]4.4 Equipment/tools/facilities
The following equipment, tools and facilities are needed to support the planned training. 
	Equipment/tools
	What’s needed/notes
	Who’s responsible

	Software to support delivery of webinars and/or recording of webinars
	
	

	Tool(s) for training registration/confirmation
	
	

	Tool(s) for training notifications and/or reminders
	
	

	Laptop and projector for live training
	
	

	Computer
	
	

	Facilities to support group training
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	Note to author: Modify the items in the table above as needed. Consider things like the number of participants your webinar software can/will need to be able to support and facilities to support internal and external in-person training (including access to computers to facilitate practice, availability and costs).





[bookmark: _Toc22920505]4.5 Environment
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	Note to author: Describe any conditions, facilities requirements, size, location, temperature, etc., needed to perform the training.



[bookmark: _Toc22920506]4.6 Maintenance
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	Note to author: Describe how training materials will be maintained/stored (e.g., should training videos be accessible anytime by anyone, or is registration required for access?).





[bookmark: _Toc22920507]5. Action plan
[bookmark: _Toc22920508]5.1 Training tasks
	Task
	Who’s responsible
	When needed

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc22920509]5.2 Training schedule
	Activity name
	Instructor(s)
	Location
	Planned date/time duration
	Audience(s)

	Vendor train-the-trainer
	Vendor
	Health department
	<insert>
	· <insert>
· <insert>

	Internal training: VFC team
	<insert>
	<insert>
	<insert>
	· <insert>
· <insert>

	Internal Training
	<insert>
	<insert>
	<insert>
	· <insert>
· <insert>



[bookmark: _Toc22920510]6. Evaluation
	[image: ]
	Note to author: Describe how the training will be evaluated. Describe/include evaluation metrics and tools. Describe how the training will be modified as a result of the evaluations.





[bookmark: _Toc22920511]Appendix A: Training calendar
	[image: ]
	Note to author: Populate this appendix with an activity-oriented calendar of all planned training.



	This resource was developed as part of the Immunization Information System (IIS) Migration Toolkit by PHII in partnership with AIRA and CDC and with financial support from CDC. Last updated June 11, 2019. Questions, comments and suggestions are welcomed at phii.org/iiscontact.
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phii.org/migration-toolkit
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