Writing Pre Course Objectives and Post Course Work

What is It?

A4 sized form, a copy of which appears in the Training Schedule brochure. It is used by training course delegates and their line managers, to record:-

· Pre Course - what delegates would like to learn from the course

· Post Course - An action plan jointly agreed between delegate and line manager, to improve the way they undertake their job, as a result of the course

· Review date  - to assess the extent to which the delegate has put an action plan into practice

· Any Further Action Plan  - as a result of the review. It is also an opportunity to Comment on the individual’s change in work performance. 

Why is it Used?

· Improves focus on the benefits of the training course, and what it should do for the delegate. Identify whether it makes a difference.

· Written plans can be referred to later, to assess effectiveness. Generally, delegates will be more committed to achieving it, if written.

· Avoids a ‘casual’ attitude developing towards course attendance, and gives a more commercial focus on the reason for the course.

Who should complete the Form?

Ideally, the delegate’s manager, as a result of discussion and agreement together. However, in practice, it may be appropriate for the delegate to complete the form, in discussion with their manager. 

When should the form be Completed?

Pre Course Objectives – anytime up to the course itself. Even if no firm date is set to attend the course, it is useful to complete this section. It may even help to establish a priority order of what training to attend first. 

Post Course Work – Delegates need to have the opportunity to reflect on the learning, and assimilate how they can apply it to their particular job. Therefore, the section should be completed within a week of the course.

Any Further Action Plan / Comments – at the review meeting.

Where should the Completed Form be Kept?

For Showroom Staff/Managers, in their RECORD OF ACHIEVEMENT / BUILDING BLOCKS TO SUCCESS folder.

For Head Office staff/Team Leaders/Managers, copies kept by delegate, their manager and personnel file.

How should it be Completed?

Pre Course Objectives

· Use the Key Objectives of the appropriate course from the Training Course Guide, as a reference, but may need to prioritise.

Post Course Work

· Set S.M.A.R.T. objectives:-

	Is it S pecific?
	i.e. Are they clear about what is expected of them?



	Is it M easurable?
	i.e. Will they recognise ‘success’ when they see it?



	Is it A chievable?
	i.e. Are there any barriers in their mind in achieving this?



	Is it R elevant?
	i.e. Is it high enough up the priority list? Are there others areas of more importance?



	Is it T imed?
	i.e. Will they know when you plan to review their achievement of the objective?




· Use extra paper to catalogue the action plan, if required

· 5 points on the Action Plan is a guide only – be dictated by what is practical to be achieved, and the extent to which you can make a difference.

Any Further Action / Comments

· As a result of the review meeting, Is any follow up action required?

e.g. 1:
the review may suggest further training needs

e.g. 2:
an extended review date may be suggested

e.g. 3:
further objectives may be developed

· Also insert Comments about the standard to which the delegate has achieved the action plan.

PRE & POST COURSE CHECKLIST – Sample layout

	TO BE COMPLETED BY THE LINE MANAGER OF THE DELEGATE ATTENDING COURSES.


	Delegate:
	Tiny Tim

	Showroom/Department:
	Tiny Town 

	Name of Course:
	Showroom Manager’s Development Programme

	Date of Course:
	8/9/99


Pre Course Objectives

What pre-course learning objectives have you agreed with your delegate (You may want to refer to the Course Objectives listed in the training plan). (SMART: Specific, Measurable, Achievable, Relevant, Timed).

1. To understand the role of a manager – what really makes me different! 

2. To set effective performance objectives which get the message across first time

3. To appreciate the range of managerial standards which can be applied

4. To understand what assertiveness is, and how it can help to get more out of my staff

5. To be able to carry out a performance counselling interview

Post Course Work

What action plan/project work has been agreed as a result of the course:

1. To review the performance improvement objectives set for all my staff, with a view to checking that they follow the S.M.A.R.T. pneumonic. At the same time, checking with my staff to ensure that they are clear about what is expected of them, and I have tackled any mental barriers in their mind about completion of the objectives. Completion: 22/9/99.

2. To tackle John Jones’s lateness by carrying out a performance counselling interview, utilising the method covered on the course, to ensure a 100% ‘in on time’ record. Completion: 17/9/99.

3. To consistently use the E.E.C. formula for giving negative feedback to staff over the next 4 weeks, and evaluate in how many cases the desired change in behaviour is achieved. Completion: 12/10/99.

4. To improve Jane’s demo – ing and closing the sale abilities, by specifically targeting her for consistent EEC feedback, and setting specific performance improvement objectives. Review Jane’s performance at the end of a week. Completion: 15/9/99.

REVIEW DATE for Action Plan: 12/10/99

ANY FURTHER ACTION PLAN / COMMENTS: 

Successful completion of Objectives 1,2 and 3 – with very pleasing results. There was a marked change in John’s attendance as a result of the interview. Partial achievement of Objective 4, in that Jane’s closing has shown a marked improvement. However, she is still reluctant to demo, especially with male older customers. Revise the objective to be achieved to 29/9/99.

Pre Course Objectives

What pre-course learning objectives have you agreed with your delegate? You may want to refer to the Course Objectives listed in the Training Plan. (make them SMART!:  Specific, Measurable, Achievable, Relevant, Timed).

1.

2.

3.

Post Course Development

What action plan / project work has been agreed as a result of the course?

1.

2.

3.
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