WAYS TO ENSURE TRANSFER OF TRAINING
	
	Before
	During
	After

	Staff
	Do necessary preparation

Read

Use work samples
	Actively listen

Actively participate

Complete assignments
	Practice new skills

Evaluate training

Identify other training needs

	Trainer
	Identify training needs

Use adult learning principles

Define training objectives
	Use on-the-job applications

Use variety of media and instruction methods
	Provide follow-up assistance

Use focus groups

	Supervisor
	Discuss purpose & objectives with employee

Participate in needs assessment

Attend training session or pilot session
	Allow employee to attend uninterrupted

Provide needed resources and assistance
	Provide coaching and training

Provide feedback to trainer

Delegate assignments

	Other: 

(a mentor)
	Review professional and personal development plans with mentee

Commit time and resources
	Follow scheduled action plan

Identify networks and resources

Use tele-coaching
	Evaluate jointly

Make referrals

Work on joint projects


