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The training plan
A training plan is used to align the trainers actions to the overall training objectives. 

It ensures that each particular element of the training is included, in the correct order at 
the correct time to maximise progressive learning.

The planning model

The planning model describes the planning process and considerations that need to be 
made when creating a training plan. To create and implement an effective plan, we need 
to:

1. Identify the objectives: Break the training into ‘chunks’ to allow different strategies 
to be employed for each component. 

2. Restructure the objectives into goals: Break each of the topics into short, 
medium and long term goals. At the very least, this is a list of individual 
competencies. Look for progressive learning opportunities.

3. Identify necessary resources and hurdles: This what you will need it terms of 
trainers, equipment and facilities. Estimate the hours required and look for periods of 
unavailability. Don’t forget the student; they may be employed by the organisation 
elsewhere as the need arises.

4. Create the plan: Draft the plan, marrying goals with resources necessary  to achieve 
them. Use a format familiar to you and the rest of the workplace. Develop 
contingency actions for possible shortfalls or critical points.

5. Review the plan: Involve everybody that will be a part of or affected by the training 
and gain their participation from the start. They may be able to offer valuable insight 
into problems and if they feel some ownership, it will assist the plan’s 
implementation.

6. Publish it: This is the ’shared direction’ for the entire team, not just the trainers. 
Anybody the training effects (even the customers in some cases) will need to know 
what the impact will be. This also means promote it. There will be less resistance 
and resentment if everybody understands what is going on.

7. Review it  regularly: This means advising all key stake holders of any significant 
changes (or no changes) on a regular basis. As a rough guide, republish every 
10-15% of the training. If you amend it ‘out of cycle’, the impact will be greater.
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