Employee Training and
Development Checklist - Public

1. Training Needs Assessment:

o |dentify specific skill gaps and training needs within your organization.
2. Set Clear Objectives:

e Define clear learning objectives and outcomes for each training program.
3. Prioritize Training Programs:

e Determine which training programs are most critical and prioritize them.
4. Develop Training Materials:

e Create training materials, including presentations, manuals, videos, and online courses.
5. Interactive Training Methods:

e Choose interactive training methods such as workshops, simulations, and role-playing exercises.
6. e-Learning Platforms:

e Consider using e-learning platforms for self-paced online training modules.
7. Trainer Selection:

e Choose qualified trainers or subject matter experts to conduct training sessions.
8. Training Schedule:

e Establish a training schedule that accommodates employees' work responsibilities.
9. Onboarding Program:

e Develop a comprehensive onboarding program for new hires to get them up to speed quickly.
10. Soft Skills Training:

e Include soft skills training in areas such as communication, teamwork, and leadership.
11. Technical Skills Training:

e Provide technical training relevant to employees' roles and responsibilities.

12. Compliance and Ethics Training:



e Ensure all employees receive training on compliance, ethics, and company policies.
13. Diversity and Inclusion Training:

e Implement diversity and inclusion training to promote a respectful and inclusive workplace.
14. Performance Management Training:

e Train supervisors and managers in effective performance management and feedback.
15. Leadership Development Programs:

o Offer leadership development programs to prepare future leaders within the organization.
16. Feedback and Evaluation:

e Collect feedback from trainees to assess the effectiveness of training programs.
17. Continuous Improvement:

e Use feedback to continually improve and update training materials and methods.
18. Career Development Plans:

e Work with employees to create individual career development plans.
19. Mentorship and Coaching:

e Establish mentorship and coaching programs to support employee growth.
20. Cross-Training Opportunities:

e Encourage cross-training to broaden employees' skills and knowledge.
21. Assessment and Certification:

e Assess employee progress and provide certifications for completed training programs.
22. Training Records:

e Maintain accurate records of employee training completion and achievements.
23. Budget Allocation:

¢ Allocate a budget for training and development initiatives.
24. ROI Evaluation:

e Evaluate the return on investment (ROI) of training programs by measuring their impact on employee
performance and business outcomes.

25. Legal Compliance:

e Ensure all training programs comply with relevant laws and regulations.
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