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	Participant
	Manager
	Training Provider

	Before
	Define expectations: know why you’re going to training
Be an active consumer: find the right class
Expand your professional network by reaching out to other participants
Find a mentor who will help you develop a particular skill in this area
Do the pre-work, if applicable
Have a plan for using what you learn immediately following training
[bookmark: _GoBack]Talk to your manager about what you hope to get out of the training, and what you need from the manager to be successful
	Be clear about your expectations with your employee and why they are going to training
Value & encourage professional development of your staff
Discuss potential use of new knowledge and skills
Link reason for training to career development
Put professional development goals in the performance review
Have a way to measure success of the training and discuss this with your staff
	Set clear expectations for the class and what the topics will be
Know your audience, adjust materials if needed to accommodate 
Practice your delivery
Plan to actively engage your participants 
Contact participants prior to class  - send information about the course including agenda and pre-work
Provide appropriate learning environment

	During
	Participate
Engage
Be attentive
Bring real life examples to the class
Ask questions
Build your network
	Give employee permission to not respond to work calls while in training
Don’t interrupt the employee while in training
Provide the employee with back up while they are in class
Adjust deadlines to accommodate them attending training
	Know your audience, communicate well
Be prepared
Be enthusiastic
Be authentic
Be engaged
Be open to questions
Remember it’s ok to say “I don’t know”

	After
	Schedule time to apply what you learned
Share what you learned with a colleague
Determine next steps: are there additional classes that would be helpful?
Review class materials again, as well as your notes from class
Identify situations where the new skills you learned may be applied
Tell your manager what you learned; let them know you’d like to use your new skills in a practical way
	Follow up with employee, ask how the training was; request a report back multiple times
Encourage & support utilization of new skills
Measure change results
Ask, “What else do you want to learn?”
Set goals for applying the learning
Make sure employee has the opportunity to apply learning
Ask employee to share what they learned with other team members
	Follow up with a note to participants
Share online resources that can be used after training
Provide troubleshooting solutions
Survey participants, and managers, if appropriate, and then evaluate and revise training based on feedback
Provide certificate/reward
Provide opportunity for after class discussion (email, phone)
If appropriate, provide “homework” and follow up
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