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1. 
Plan Summary

1.1. Purpose

(discuss purpose of training plan) 
To outline a comprehensive training plan that incorporates curriculum and training development, as well as the conduct of multi-level training, for the various components of the XXXXX project.  This training plan also delineates responsibilities and provides a timeline for the development and conduct of required training relating to the XXXXXX project.
1.2. Background

(provide short project background and impact to the organization, target audiences or veterans) XXXXXX training supports the XXXXXX efforts to XXXXXX. 
XXXXXXX
The primary goal of the XXXXXX is to XXXXXXX.  This plan will provide information regarding training support.
1.3. Stakeholders and Key Personnel

(identify key personnel) 
The stakeholders and key personnel overseeing this training plan are:
Table 1 - Stakeholders & Key Personnel
	Stakeholder/Key Personnel
	Organization
	Contact

	Business owner
	XXXX
	

	Project management staff
	XXXX
	

	Other staff
	XXXX
	

	Other staff
	XXXX
	

	Other staff
	XXXX
	

	Other staff
	XXXX
	


1.4. Target Audience
(identify and explain target audiences) 
In terms of training, there XXXXX target audiences possessing separate or similar and distinct training needs.  The following discusses each group in relation to the purpose of training and content of training. 


a. XXXX End User.  



1) Purpose of training. Effort will be geared toward orienting these users to the business rules involved, changes made to the software, and how to apply any changes. 


2) Content. Orientation of how the software supports the business rules, specific step-by-step instructions on the software, screen shots to support the instructions, frequently asked questions (FAQs), and reference materials.


b. XXXX.  



1) Purpose of training. Effort will be geared toward orienting these users to the business rules involved, changes made to the software, and how to apply the changes.



2) Content. Orientation of how XXX operates in the XXX environment, how it supports the business rules, specific step-by-step instructions on using the survey tool, screen shots to support the instructions, frequently asked questions (FAQs), and reference materials.

2. Plan Scope, Goals, & Objectives 

2.1. Scope

(outline training scope) 
The scope of this plan encompasses the design, development and delivery of the XXXXX training to the identified target audiences. 
2.2. Goals

(list training goals) 
The plan supports the following goals:  TBD
· <list goals here> 
· <list goals here> 

2.3. Objectives

(list training objectives) 
The plan supports the following objectives:

· To XXXXX, and 
· To provide XXXX training within budget and the allotted timeframe.  

2.4. Critical Success Factors

(list critical success factors for training ) 
The factors that ensure the successful implementation of the training plan are:

· Adequate funding for the design, development, delivery, and coordination of training 

· Adequate time and resources for training of identified target audiences
· Proper identification and application of identified training modalities
· Effective scheduling of training in order to avoid conflict with work schedules 

· Tracking training results regularly to assess the effectiveness of the training
2.5. Training Tracking

(discuss how training will be tracked, almost always LMS) 
VALU IT NTEO education project manager (EPM) will use the LMS as the mechanism for end user registration and tracking of all training components. End users will annotate, as instructed at the time of training release, completion of training in the LMS.
3. Training and Development Life Cycle

3.1. Needs Analysis

(discuss any needs assessments planned and mechanism for deploying the tool) 
3.2. Curriculum
(outlined planned curriculum)


a. XXXXXXX.



1) Description.  XXX


2) Target audience.  XXX


3) Prerequisites.  XXX


4) Responsible parties (POCs).  VALU IT NTEO, O&IT project staff


b. XXXXXXXXX.


1) Description.  Attendees will participate in Live Meeting demonstration of the XXX and an orientation to the enrollment process changes. A VANTS audio conference call will support the Live Meeting modality, allowing participants the option of an audio only option.  Participants will have the opportunity to view XXX in operation. There will be time allotted for questions and answers. Concurrent development of an enduring product, with the same content, will take place as LM recordings are not an option for archiving on LMS. Each call will be scheduled five times to accommodate staff schedules. Each call will last 50 minutes and will be conducted in the afternoon to accommodate all time zones. Tentative call schedule will be published as a later date.


2) Target audience. XXXXX


3) Prerequisites. Basic knowledge of XXX. For participation in Live Meeting, ability to access Live Meeting locally. 



4) Responsible parties (POCs). Site training coordinators (for site set up to use Live Meeting), VALU IT NTEO, OI&T SMEs


c. Other program deliverables.



(1) XXX program announcement.  This will be prepared by VALU IT NTEO, but sent by the VALU chief learning officer, to VHA medical facility leadership, and patient/service lines representing those functions.  The announcement will outline the program, educational materials and identify related web sites and points of contact.



(2) Web support.  The VALU IT NTEO XXXXXX residing in VistA U. All XXXXX training related information, supporting training documentation and related products will reside on this site for easy access to anyone needing the information or material.  The sites will also have related links to the LMS offerings.


(3) Marketing and call script.  In working with SMEs, VALU IT NTEO EPM will prepare a basic call script for use during national calls and training. 
3.3. Design and Development

(enter significant comments regarding design and development, which may include need for training database or other items of interest) 

The VALU IT NTEO EPM, using content provided by the XXXX project team and other SMEs, will design and develop XXX training according to the requirements set forth by the projects and its customers. The VALU IT NTEO EPM will design and develop XXX training in a variety of media and delivery options as appropriate to enhance learning and conserve resources.
3.4. Training Pilot

(discuss training pilot, if there will be one)
3.5. Training Delivery

(discuss anything significant to the training delivery)

3.6. Evaluation and Update

(discuss training evaluation and the plan)

4. Training Deliverables
(itemize deliverables and responsible parties)

Table 2 - Training Deliverables *
	Project Deliverables
	Responsible Party

	XXX Training Plan
	XXX, EPM, VALU IT NTEO

	 
	

	
	


* Note: VALU IT NTEO does not conduct training. 
5. Resources

5.1. Instructors/Facilitators

(discuss faculty)

The VALU IT NTEO EPM will coordinate the scheduling and delivery of XXX training. Project staff will serve as training SMEs and presenters. They will be identified at some point in the training planning process.
5.2. Media

(discuss media, if significant to training)
5.3. Equipment

(discuss equipment, if significant to training)
5.4. Sites

(discuss site readiness, if significant to training)
5.5. Facility

(if outside facilities are used, discuss)
5.6. Distribution or Shipping

(discuss training material distribution or shipping, if appropriate)

VALU IT NTEO EPM will specify the distribution and method of distribution for any training materials. The VALU IT NTEO EPM will provide training material development, production and distribution costs as part of the training budget.
6. Schedule
(list milestones with anticipated dates, add and delete from suggested list as needed)

Table 3 - Training Schedule with Milestones
	Milestone
	Planned Completion Date
	Revised Completion Date
	Actual Completion Date

	Develop final curriculum
	TBD


	TBD


	TBD



	Gain concurrence for XXXXX training plan/training budget from project staff and stakeholders/ customers
	TBD


	TBD


	TBD



	Transfer budget to NTEO
	TBD


	TBD


	TBD



	Develop content
	TBD


	TBD


	TBD



	Develop training modality framework and storyboards
	TBD


	TBD


	TBD



	Develop call scripts and apply content to framework
	TBD


	TBD


	TBD



	Provide training content to SMEs for review and revision
	TBD


	TBD


	TBD



	Revise training content based on SME feedback
	TBD


	TBD


	TBD



	Deliver final XXXXX training to identified target audiences
	TBD


	TBD


	TBD



	Analyze/report results from training delivery
	TBD


	TBD


	TBD




7. Metrics

(itemize metrics used to measure and/or determine success of training, add and delete as needed)

For the delivery of XXXX training, the SME presenters will collect, and VALU IT NTEO EPM will analyze, and report the following measures:

· Total number of participants trained

· Total number of training hours

· Expenses spent on training travel
· Instructor/Facilitator travel expenses, if appropriate 
· Trainee travel expenses, if appropriate 
· Expenses spent on training delivery

· Total number of courses offered

· Number of participants trained by course

· Time spent in delivery of courses

· Customer evaluation of course/module delivered

8. Risks and Constraints

8.1. Risks

(itemize risk and action)

The XXXXX project team and VALU IT NTEO EPM have identified the following risks associated with the implementation of this training plan. The risks are described in terms of potential impact, response activities, and contingency plans. Response to risks falls into three categories:

· Mitigation – activities undertaken to prevent or reduce the negative impact of an unfavorable risk event.

· Avoidance – activities undertaken to eliminate a threat, an undesirable event or problem. 

· Acceptance – a decision to manage the risk as falling within an acceptable risk tolerance range.

The risk assessment matrix specifies a contingency for each risk, i.e., an alternative strategy to avoid a negative impact and ensure project success. 

8.1.1.  Risk Title
	Description
	

	Potential Impact
	

	Response
	

	Contingency
	


8.1.2.  Risk Title 

	Description
	

	Potential Impact
	

	Response
	

	Contingency
	


8.2. Constraints

(list constraints, which may be different than risks)

The XXX project team and VALU IT NTEO EPM have identified the following constraints with the implementation of this training plan. 

8.2.1.  Constraint title
Constraint text

8.2.2.  Constraint title
Constraint text
8.2.3.  Constraint title
Constraint text

9. Budget Estimate 

(provide project budget estimate)

NOTE: The XXXXX project team and VALU IT NT&EO EPM will jointly determine the budget estimate during the design and development phase of the training lifecycle. The project team will provide any necessary and agreed-upon funding in support of project training.
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