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Maximize Your BA Training Investment Worksheet and Checklist
As a training company, it is important to us that our customers get the most from their training experience. We developed a checklist with a section to help you analyze your training needs and make sure you have asked yourself the right questions. Additionally, we’ve included a section with steps to ensure that once you embark on your training program, you get the most from the effort.  
SECTION 1 – WHEN CONSIDERING AN INVESTMENT IN TRAINING, BE SURE YOU UNDERSTAND:
	WHY training is required?

	Are there immediate problems or pain points occurring that you want to ensure you resolve? 
Are there new innovations you’re working on that may require new knowledge or skills in the future? 
Are your teams and stakeholders working well together in a collaborative manner? 
Are you trying to level set your team or increase their maturity level?

	Your Response:











	

	WHAT specific skills and/or knowledge do you need to achieve your goals?

	Identify the skill gaps and determine the highest priorities. 
Do you know what you don’t know, or do you need help first to determine what’s missing?

	Your Response:











	




	HOW should the training be delivered or consumed?

	Know your audience: How many people need to be trained, their locations, preferred learning styles? 
Does the expected outcome result in having participants being able to collaborate more effectively? If so, the training should align as closely as possible to the real-world environment to realize those results. 
Do you need specific technology to support the training or bandwidth? 
Do you have adequate space for a face-to-face training session or quiet uninterrupted space for virtual? 
Is the subject matter something that is best consumed over time with multiple learning sessions, with reinforcements, or a hybrid approach? 
Who has the expertise to present the training? 
What is your budget?

	Your Response:

















SECTION 2 – RECOMMENDATIONS FOR MORE EFFECTIVE LEARNING 
	Before the Training Class

	☐	Communicate with both participants and management prior to class to understand what will be learned and why training is being conducted.

	☐	Establish a feedback session for participants to share what they learned and how it will be put into practice.

	☐	Identify a project within a short period to allow participants to implement their newly gained knowledge.

	☐	Assign mentors to attend the class with less experienced participants and then partner on an upcoming assignment.

	☐	Gain executive buy-in to this new training initiative. For example: invite your CIO to join the group for lunch and discuss what is being learned and how it can benefit the company.

	☐	Schedule training classes six weeks apart to allow time for students to use what they have learned. At the next class, students will have the opportunity to review what they learned and ask questions.

	☐	Baseline your current practices to identify metrics to measure process improvements that can be seen six months to one year after training.

	☐	Send the whole team assigned to large projects to fundamental skills training together.

	☐	Provide an overview of the team member roles to key stakeholders to help them embrace new processes and understand how critical the stakeholder’s involvement is to that process.

	☐	Have a senior-level employee kick off class to ensure that students fully understand why they are in class and that management is supportive.

	☐	Ensure that an adequate-sized facility and room configuration is available for the interactive workshop nature of the class or a quiet uninterrupted space for live virtual learning.

	☐	Consider scheduling a ½ day Management Seminar to keep management informed and engaged in the training goals and measurements.

	During the Training Class

	☐	Bring existing or upcoming projects to class.

	☐	Tap into B2T Training instructors for their vast knowledge and experience about challenges on projects.

	☐	Send a mixture of seasoned and new participants to class so the more experienced ones can provide clarity about current company practices and ensure a consistent approach on projects. We find that experienced participants learn as much as less experienced; the level and application ideas are just at a different level.

	☐	Keep an open mind about new ideas and approaches.

	☐	Determine how you will utilize the new techniques and track against your individualized action plan.

	☐	Remind yourself that on new development projects, not all techniques can or will be used.

	[bookmark: _Hlk487793933]After the Training Class – Management Team

	☐	Meet with participants individually within 24 hours after class to discuss what they learned and review action plans.

	☐	Establish a Community of Practice for continued support and educational growth.

	☐	Establish a Center of Excellence for standards and accountability.

	☐	Develop an implementation approach for new techniques. For example: pilot a small project, document best practices, identify procedural changes and share findings with other teams.

	☐	Socialize successes (especially ROI) with others in the organization.

	☐	Continue improvement by establishing an assessment process to evaluate and deliver overall performance.

	☐	Create a mentoring program for continued learning and development.

	☐	Allow students to “call it a day” after training classes so they can better retain the information they just learned.

	After the Training Class – Participants

	☐	Practice, practice, practice.

	☐	Meet with your manager to review your individual action plan.

	☐	Participate in our Make Learning Stick program, which is included with all training sessions.

	☐	Participate in industry events, conferences, and online communities and blogs.

	☐	As you become more skilled, volunteer for challenging projects and new business areas to broaden and deepen your experience.

	☐	Learn about and try new techniques to communicate more clearly with stakeholders.

	☐	Plan tasks that add value to the project and the business objectives.

	☐	Be a consistent advocate for your business stakeholders.

	☐	Focus on most important tasks first – report risks early.

	☐	Keep a positive attitude when projects become challenging.

	☐	Establish yourself as the problem solver – not the project complainer on the team.

	☐	Remain flexible in your role to adapt depending on the project’s needs.





	
	


WE GET IT. WE’LL HELP YOU GET IT TOO. 
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