Make the Most of Training – What the Manager Can Do
The success of any training event depends upon the joint efforts of the participants, managers, and the HR staff. These efforts are not limited to the actual time spent in the training session, but include time both before and after delivery of the course. To make sure that training meets your needs, we recommend that the following activities be completed before the participant attends the training program, during the training, and after he/she returns and transfers the learning to the workplace. Use the following checklist to ensure time spent in training is well spent. 

What the Manager Can Do 

Before 

_____ Identify the desired outcomes. Identify that a performance problem is training related and is not caused by unclear expectations, workplace obstacles, lack of feedback, lack of incentives, limited resources, or a lack of motivation. 

_____ Determine the training need(s) and if it is worthwhile to fix, then consider the programs available. 

_____ Consult with HR staff to identify specific workshop objectives and outcomes. 

_____ Share your expectations with HR staff. 

_____ Talk with the employee and share your performance concerns and expectations. Identify areas where performance improvement is needed. 

_____ Jointly select and schedule training with the employee when you both feel the training is appropriate. 

_____ Relate the workshop content to the job and how it will be applied to the job. 

_____ Demonstrate that workshop attendance is a priority by ensuring that the participant attends when scheduled. 

_____ Learn how you can reinforce skills on the job by talking with someone on the HR staff. 

_____ Schedule meetings, appointments, travel and work load to permit your employee to achieve 100% attendance and obtain a maximum benefit from the training. 

During 

_____ Arrange for help to cover the participant's work responsibilities. 

_____ Resist removing the participant from training except for an emergency. 

After 

_____ Set time aside with the employee to discuss the skills and knowledge acquired and the individual's action plans. 

_____ Support the action plans developed in the workshop. 

_____ Recognize that the employee is trying new skills and give reinforcement. Be tolerant while the employee hones his or her skills. 

_____ Follow up to see if the new knowledge and skills are being used on the job. 

_____ Recognize and reinforce performance improvements you see as soon as you notice them. 
  
  

