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TRAINING PLANNING PART 3

SERVICE TRAINING PLANNER

The third part of the Training Planning process is a means to co-ordinate and prioritise the training needs of groups of people.  It can be done either for a Service Unit or for the whole Service.  By using this systematic approach to training planning, the link can be established between training and Service objectives, ensuring the maintenance of essential skills and ensuring that resources invested in training and development are directed towards individuals and areas that are priorities within the Service.

Who Completes the Training Plan?

Parts one and two have already been completed by the individuals and Managers within the Service. Part three involves the collection and analysis of the information from the earlier parts and should be completed by the Manager with the first line of responsibility for a training budget within the Service.  This may be the same Manager who has completed the earlier parts.

As with the earlier stages, communication between the Manager and the individual is essential at this stage.  Having created a training plan for the group, the Manager must communicate the plan back to those involved seeking to gain their agreement and commitment to the plan itself.

After Completion

The training plan remains a useful document after completion as it allows both Managers and individuals to monitor whether the individual and Service needs have been met.  It should also show how training budgets have been used and form the basis for the next round of Training Needs Review and Training Planning.

To complete the Service Training Plan you will need two sources of information:

1. A list of the key objectives of the Service you work for (the best source of these is likely to be the Service Plan).

2. The individual training plans for members of the Service or Service Units.

This information will enable you to prioritise individual needs with the aim of increasing both individual and Service satisfaction.

STEP 1
SERVICE OBJECTIVES

The Service Objectives provide the context for the training plan.  Without them (or their equivalent) the training plan could prioritise training for the wrong reasons.

Use the space overleaf to list the objectives that are critical to your Service (or Service Unit).

	SERVICE OBJECTIVES


STEP 2
PRIORITISING TRAINING

Working from the details in the individual training plans and using the service objectives as a framework, you can begin to list the training necessary for your Service Unit.  Remember all the training needs on the individual lists have been agreed between employees and their Managers, therefore when you draw up the Service Unit training plan you must be prepared to explain to individuals why their training needs may result in being less important than others.  Using the Service Objectives as the context for the prioritisation makes this a fairer and more equal process.

The Training Planning Chart

The chart overleaf is the framework for the Service Training Plan.  The first column on the left is for the identified training need, taken from individual training plans.  By placing this column first you are able to determine if there are training needs shared by employees in the Service Unit.  This should make it easier to work out what form of training is most appropriate to meet the identified need – one to one coaching, a short course, distance learning or use of the Learning Resources Centre.

The second column – number of people – allows you to assess the total need for this type of training.

The Planner also have two columns which deal with finance issues.  The first column allows you to assess the cost for external training, how much you would be expected to spend on training by external providers.  The second allows you to assess the estimated cost of using in-house trainers from employee Development.  It is important to differentiate between the two to ensure you are using the most appropriate provides.

The Service Unit Plan also has space to note when the training has been completed and to make notes.  This should form part of the Service Unit and individual training records.

Service-Wide Training Plans

The information from Service Unit Training Plans can be used to compile Service-Wide Training Plans.  These can give a complete picture of the training needs across the Service and so can enable training budgets to be spent more effectively by making use of in-house training.  They can also provide a useful recording and monitoring device.

The compilation of Service-wide Training Plans will also enable training planning to integrate effectively with Service Planning.
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