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WHAT   HAPPENS   BEFORE   &  
AFTER   A   TRAINING   IS   JUST   AS  
IMPORTANT  AS  WHAT  HAPPENS  AT  
THE  SESSION  
When	
  a	
  staff	
  person	
  participates	
  in	
  a	
  training	
  program,	
  you	
  are	
  
making	
  an	
  investment	
  in	
  that	
  individual	
  and	
  the	
  company.	
  	
  You	
  
want	
   to	
   be	
   certain	
   that	
   your	
   investment	
   pays	
   off	
   through	
  
effective	
  communication.	
  

Prior	
   to	
   a	
   training	
   session,	
   insure	
   that	
   participants	
  
understand	
   the	
  objectives	
  of	
   the	
   training,	
  what	
   they	
  should	
  be	
  
able	
  to	
  do	
  after	
  the	
  training	
  and	
  why	
  the	
  training	
  is	
  important	
  to	
  
them	
  and	
  the	
  organization.	
  

After	
   a	
   training,	
   follow	
   up	
   with	
   the	
   participants	
   to	
   reinforce	
  
what	
  they	
  learned,	
  confirm	
  your	
  expectations	
  on	
  how	
  their	
  new	
  
knowledge	
  and	
  skills	
  will	
  be	
  applied,	
  and	
  answer	
  any	
  questions.	
  
	
  

Communicate  the  Why  
	
  

Communicating	
  the	
  topic	
  of	
  the	
  training	
  is	
  not	
  enough:	
  you	
  also	
  
need	
  to	
  communicate	
  the	
  reasons	
  why	
  the	
  training	
  is	
  necessary.	
  

Think	
  WIFM	
  (What’s	
  In	
  It	
  for	
  Me?)	
  when	
  communicating	
  why	
  
training	
  is	
  needed.	
   	
   	
  This	
  will	
  make	
  the	
  training	
  relevant	
  to	
  the	
  
individual.	
  

Beyond	
  that,	
  think	
  WIFO	
  (What’s	
  In	
  It	
  for	
  the	
  Organization?)	
  
In	
  other	
  words,	
  how	
  will	
  completion	
  of	
  this	
  training	
  contribute	
  
to	
   the	
   organization’s	
   goals	
   or	
   solve	
   a	
   particular	
   business	
  
problem?	
  

	
  

Communicate  the  Objectives  
	
  

Transparency	
   is	
   critical	
   in	
  any	
   training	
  program.	
   	
  Be	
   sure	
   to	
  
clearly	
   state	
   the	
   objectives	
   of	
   the	
   training.	
   	
   In	
   addition	
   to	
  
sending	
   an	
   email	
   communication,	
   having	
   a	
   face-­‐to-­‐face	
  
conversation	
  is	
  helpful	
  to	
  personalize	
  the	
  message	
  and	
  provide	
  
an	
  opportunity	
  for	
  questions	
  and	
  clarification.	
  

	
  

	
  

Communicate  the  Measures  of  Success  
	
  

Just	
  as	
  you	
  want	
  to	
  communicate	
  Why	
  the	
  training	
  is	
  important,	
  
you	
  also	
  need	
   to	
   communicate	
  what	
   success	
  will	
   look	
   like	
  and	
  
how	
   you	
   will	
   measure	
   that	
   success.	
   	
   Whether	
   using	
   surveys,	
  
collecting	
   operations	
   or	
   financial	
   data,	
   or	
   sharing	
   your	
  
observations	
  and	
  feedback,	
  it	
  is	
  important	
  to	
  be	
  transparent	
  on	
  
what	
  success	
  will	
  look	
  like	
  so	
  that	
  everyone	
  knows	
  what	
  goals	
  
to	
  strive	
  for.	
  
	
  

Communicate  Early  and  Often  
	
  

Communicate	
  as	
  early	
  as	
  possible	
  when	
  a	
  new	
  training	
  is	
  being	
  
scheduled.	
   	
   Even	
   if	
   all	
   of	
   the	
   details	
   are	
   not	
   clear,	
   giving	
   the	
  
team	
   an	
   understanding	
   of	
   what’s	
   to	
   come	
   will	
   help	
   them	
  
prepare	
  for	
  the	
  change.	
  

Additionally,	
  communicate	
  frequently	
  and	
  in	
  different	
  mediums	
  
to	
   reinforce	
   your	
   message.	
   	
   Some	
   people	
   are	
   visual,	
   some	
  
auditory,	
   so	
   make	
   sure	
   you	
   are	
   delivering	
   information	
   in	
   a	
  
variety	
  of	
  ways:	
  Over-­‐communication	
  should	
  be	
  the	
  goal.	
  

If	
  a	
  message	
  is	
  going	
  to	
  multiple	
  parts	
  of	
  your	
  organization,	
  plan	
  
and	
  coordinate	
  the	
  timing	
  to	
  insure	
  consistency	
  and	
  to	
  decrease	
  
confusion	
  with	
  participants.	
  

	
  

Determine  Who  Should  Communicate  What  
	
  

In	
   finalizing	
   your	
   communication	
  plan,	
   you	
  need	
   to	
  determine	
  
who	
   should	
  communicate	
  the	
  training	
  program	
  and	
  the	
  timing	
  
of	
  the	
  messages.	
  

As	
  a	
  general	
  rule	
  of	
  thumb,	
  the	
  more	
  strategic	
  and	
  larger	
  the	
  
organizational	
   impact,	
   the	
  higher	
   the	
  communication	
  plan	
  
should	
   reach.	
   	
   For	
   instance,	
   a	
   small,	
   routine	
   training	
   can	
   be	
  
communicated	
   through	
   the	
   manager,	
   while	
   a	
   large	
  
organizational	
   training	
   central	
   to	
   the	
   organization’s	
   strategy	
  
should	
  be	
  communicated	
  higher	
  in	
  the	
  organization.	
  	
  	
  

The	
   participant’s	
   immediate	
  manager	
   should	
   always	
   reinforce	
  
the	
  message	
   to	
   the	
   individual.	
  But	
  aligning	
   the	
   “who”	
  properly	
  
will	
  help	
  show	
  just	
  how	
  important	
  the	
  program	
  is	
  to	
  the	
  team.	
  
	
  

Use  Us  As  Your  Resource  
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