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The following table presents the answer to some of the key initial questions regarding the Training Log.
	Topic
	Guidance

	Why is this document important?
	The Training Log captures the training planned for the project team, including any vendor-related training.

	Why should I use this document?
	The Project Team Training Log documents the courses or learning activities that will be delivered for project resources (not for end user training) to acquire the required project skillsets. 

	Is this a mandatory document?
	This document is optional for all projects.

	Who should complete this document?
	Change Management Lead

	Is this document required for OCIO reporting?
	No

	Where can I get additional help from?
	Executive Sponsor: 

[bookmark: _GoBack]IM/IT Capital Investment Branch: External consultants may be available through existing procurement vehicles (Contact IM/IT Capital Investment Branch.)



Once you have reviewed this checklist, please answer the question below:

	In reviewing this checklist, have you identified any new risks or issues that are not fully addressed by the Training Log document? 

	 Yes                                       No

If yes, have you recorded and escalated the risk/issue in the appropriate log?





Training Log Checklist
The following list includes the main sections of a Training Log. 
	
	#
	Criteria
	Description

	Training Plan Details

	
	1
	Skills Needed
	Document the specific skills the training course will address.

	
	2
	Target Roles
	Identify the target roles that are required to acquire the skills / attend the training.

	
	3
	Type of training
	Enter the type of skillset that is addressed by the training (e.g., Functional, Technical, Process, Tool related etc.).

	
	4
	Project Phase Needed
	Identify the phase to complete training.

	
	5
	Target Date
	Targeted date to complete training.

	
	6
	Comments
	Any additional comments related to the training plan can be entered here.

	Training Course Details

	
	7
	Training Offering
	Identify the name of the training being planned.

	
	8
	Skill(s) Addressed
	Document the specific skills the training course will address.

	
	9
	Role/Audience
	List the project roles or audience targeted for the training.

	
	10
	Delivery Approach / Method
	There are several approaches to address training needs, including:  
(1) Self-paced learning 
(2) Online training 
(3) Classroom training

The training approach should be selected based on the type of audience, the training objectives, and other factors.

	
	11
	Training Material Source
	Identify whether the training materials already exist, or whether they need to be developed. Based on the availability of in-house subject matter experts, the decision may be to develop the training materials internally, or obtain the materials from an external vendor. 

	
	12
	Trainer
	Name of the trainer, if applicable. 

	
	13
	Training Effectiveness Criteria
	Describe how training effectiveness will be evaluated. Where possible consider the application of formal effectiveness measures (e.g. Kilpatrick Model).

Training Effectiveness Criteria can be applied equally to project resources or client users and include related measures such as reduced defects, compliance with standards and processes or increased team productivity.

	
	14
	Waivers Criteria
	Document the criteria that must be met for a project resource to be waived from the training. Possible criteria can include prior experience, demonstration of the skill on the project, etc.

	
	15
	Other Comments
	Enter other comments related to the specific training needs. For example, mentioning whether the classroom training or webinar needs be recorded for reuse.

	Planned Sessions Details

	
	16
	Session
	The number of the session.

	
	17
	Date
	The scheduled date of the training session.

	
	18
	Time
	The schedule time of the training session.

	
	20
	Responsibility Of
	The person responsible for coordinating the training, ensuring facilities are available and communicating to participants. This may be the instructor, or it may be another resource from the project team.

	
	21
	Location
	The planned location for the training session.

	Participant Details

	
	22
	Participant Name
	List the project resources scheduled to take the training.

	
	23
	Attendance Requirement
	Indicate whether it is mandatory or optional for the participants to attend the training.

	
	24
	Status
	Identify the current status of the training for the participant:
   - Scheduled to attend
   - Attended
   - Did not attend
   - Waived

	
	25
	Waiver Justification (if applicable)
	Identify which of the Waiver Criteria (defined in the Training Log section) the scheduled participant satisfied in order to be waived from the training.

	
	26
	Date Completed
	Provide the date the training was completed.
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