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TRAINING PLAN 




         UNIT NAME:                




 LOCATION:            


DATE: 
	Name and Job

Title
	Identified Development

Needs
	Development

Objectives
	Location
	Method
	Organise/Monitored

by and Reviewed by
	Target

Completion Date

	MANDATORY   
	
	TRAINING
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


*  TO BE CARRIED OUT ON THE FIRST DAY OF EMPLOYMENT

** TO BE CARRIED OUT WITHIN THE FIRST TWO WEEKS

*** TO BE CARRIED OUT WITHIN THE 12 WEEKS OF EMPLOYMENT
TRAINING PLAN 
       UNIT NAME:                




 LOCATION:            


DATE:
	Name and Job

Title
	Identified Development

Needs
	Development

Objectives
	Location
	Method
	Organise/Monitored

by and Reviewed by
	Target

Completion Date

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


TRAINING PLAN EXAMPLE
         UNIT NAME:     Winfred Lodge 
 LOCATION:    Kitchen        


DATE: April 2011 – Jan 2012
	Name and Job

Title
	Identified Development

Needs
	Development

Objectives
	Location
	Method
	Organise/Monitored

by and Reviewed by
	Target

Completion Date

	MANDATORY   
	
	TRAINING
	
	
	
	

	ALL STAFF


	1. COSHH & PPE

2. Dangerous Machinery

3. Manual Handling

4. Environmental Awareness, Spill Response & Procedures

5. ISO Procedures
6. Level 1 Hygiene

7. Level 2 Safety

These require refresher training
	Update and refresh

employee knowledge

ensuring correction

of any poor work

practises
	In Unit
	Self Learning

Discussions

&

Demo’s
	Diversey
Dept Manager

IOSH
	1. ***

2.  **

3. ***

4. ***

5. ***

6. ***
7. ***


	Supervisors


	Managing my team – First steps
	To understand & implement effective ways to ‘get the work done’.  Planning and prioritising tasks, communicating with teams, allocating work effectively and provide skills to provide effective feedback.  
	
	Discussions &

Demo’s
	Compass Skills Development
	12th Jan 2012

	Department Managers


	Managing Financial Outcomes
	Understand importance of managing Gross profit, controlling unit labour costs. 
	Cumberland, London
	Discussions &

Demo’s
	Business Efficiency & Ops Team
	26th October 2012


*  TO BE CARRIED OUT ON THE FIRST DAY OF EMPLOYMENT

** TO BE CARRIED OUT WITHIN THE FIRST TWO WEEKS

*** TO BE CARRIED OUT WITHIN THE 12 WEEKS OF EMPLOYMENT
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