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[bookmark: _Toc516132379]Introduction
[bookmark: _Toc516132380][bookmark: _Toc354384073][bookmark: _Toc510967335]Include your organisation’s mission and vision statements and describe your customer base.

	





[bookmark: _Toc516132381]Background
[bookmark: _Toc354384016][bookmark: _Toc354384077][bookmark: _Toc510967336]Describe the type(s) of training needs assessment(s) conducted during this annual cycle. For example, you could include an individual development plan, an organisational needs assessment, or a customer satisfaction survey.

	





[bookmark: _Toc516132382][bookmark: _Toc354384082]Critical and/or Immediate Training Needs
List the critical or immediate training needs that, when met, will have the biggest direct impact on your organisation.

	Critical / Immediate Need
	Training
	Notes

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




[bookmark: _Toc516132383]Training Goals, Objectives, Performance Metrics, and Outcomes 
Describe your organisation’s training goals, objectives, performance metrics, and outcomes. Goals may change from year to year, so your annual review process should include the opportunity to add, modify, or delete previous goals. However, in order to properly assess your progress, you must include clear metrics by which you will measure success. Also, depending on the organisation or intent of the plan, you may need to include data in this section.

	Goal
	Objective
	Performance Metric
	Outcome
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[bookmark: _Toc516132384]Resources
List the resources — budget and staff — necessary to implement your training plan. A solid understanding of how your training needs translate to budget and resource planning enables you to successfully forecast project costs and duration and will also improve future planning. Once you’ve identified all your resource needs, you can allocate them to different roles, departments, or programs.

	Training budget
	Training staff
	Full-time equivalents (fte)
	Estimated training staff travel funds

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc516132385]Core Training Programs, Projects, and Activities
List the core training activities and services provided by each training function to your organisation. Describe each training activity in terms of the “driver” (a need that is not currently being met) and how the training will impact that area of need.

	Driver
	Training Program / Project / Activity
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[bookmark: _Toc516132387]List any mandatory trainings required within your organisation. (For example, mandatory trainings might include compliance training or training that is required by statute, regulation, DOE directives, and/or contract management obligations.)

	Mandatory Training
	Completed by

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




[bookmark: _Toc516132388]Additional Training
List additional, non-mandatory trainings that you are offering.

	Training
	Date(s) / Time(s) Offered
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Draft a schedule for periodic review and revision of all documentation of your training (for example, individual development plans, conduct of needs assessments, etc.) as well as an evaluation of the training program as a whole.

	Deliverable
	Review Date / Milestone

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



NOTE: Revising Your Plan
Once you have completed your basic annual training plan, ensure that periodic updates, reviews, and revisions are a part of your overall strategic plan. Continually updating your annual training plan will help you improve upon existing processes, measure growth, and identify competencies and weaknesses. Ultimately, it will also help your organisation and staff grow. You may even need to revise the plan during its first year to better support overall organisational objectives and take advantage of new opportunities. 
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Attach health and safety checklists, diagrams, and other supporting documents, or include with pertinent procedures.  

	Document Name
	Description
	Location

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



[image: Graphical user interface, text

Description automatically generated]

[image: Text

Description automatically generated][image: Text

Description automatically generated]
[image: ]
image1.png




image3.jpg
Who are we, what do we do and why us?

We are a soft skills training provider to the UK Grocery
©  Industry, helping Suppliers to win more business.

They choose us because of our money back guarantee, our

Sticky Learning

relevant experience, and because we make the learning stick.

A Selection of Courses Offered by MBM:

Learning to Learn ¥ day
Sales Skl Training 1+1+1 days

Time Management I+1+1 days
Conflict Management I+1+1 days
Team Building 1+1+1 days

Influencing Skills 1+1+1 days
Cat-Man Academy 2+1+1 days
Effective Communication |+1+1 days

Making Business Matter
ot arers arshnig o

*  People Management I+1+1 days
* Presentation Skills 1+1+1 days

* Developing Leaders I+1+1 days
* Negotiation Skills 1+1+1 days

*+ GSCOPTraining ¥4 day

* HBDITraining V3+% days

+ One2One Executive Coaching

* Elearning courses

To find out more please contact: 0333 247 2012 | helpme@makingbusinessmatter.co.uk
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Making Business Matter
Trainers to the UK Grocery Industry ; .
) ) a www.makingbusinessmatter.co.uk
80% of our Learners are still using their
new skill 5 months later - we guarantee it!





