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Assemble communications tfeam and share project charter, scope of work, and schedule.
O See communication and training project roles & responsibilities here. e
See Communication & Training Project Template here.

Schedule and facilitate kick-off meeting.

See communication and training project kick-off meeting template here.

Identify learning goals and performance objectives—what are the gaps between what the
0 learners currently know and what they need to know. PL,ID, SME

See instructional systems design guidelines here.

Identify the learners. If necessary, sort learners by role and/or by what they need to learn.
0 What are their aftitudes, perceptions, and behaviors? What is their work environment like? PL ID. SME

See process for creating personas and journey maps here.

Use the Instructional Framework to create an instructional strategy and plan.

Get stakeholder approval for your plan.
For your convenience, adapt these models to create your plan:

Information Systems Instructional Strategy
Employee Onboarding Strategy

Policy Communication & Implementation Strategy
Travel Services Communication Strategy

Strategic Sourcing Training Strategy

Sourcing Analyst Training Strategy



https://ucop.box.com/s/rxi347pur08k3k97o6an8glkf82djf06
https://ucop.box.com/s/t6pjbugv2v08miwub28scg056j1sboy4
https://ucop.box.com/s/qh58nsd92c2pj3caq4j08zfqgk34r2x3
https://ucop.box.com/s/oqjkvct3dcz3gzca1zpay0mbimobwk4u
https://ucop.box.com/s/4zuvac8ug6ty37y13ff4l5g3v1n0tpz8
https://ucop.box.com/s/ck7vrjd66ua0vkcsrjnvtl3u1tpbmza8
https://ucop.box.com/s/ozsb4fpv22hsutawnfuzrhfrs6n2usi5
https://ucop.box.com/s/ozsbp7stxumacqyap006z5j0blmhusb2
https://ucop.box.com/s/wjc8pfa8xkkbs5k3yx47qa0hlpa72hnu
https://ucop.box.com/s/7s4ny49o8ua6dbxzdrqzhmpbsmzwu3f1
https://ucop.box.com/s/mketqwot91kykeg8b8pza0hf4lp6xzxj
https://ucop.box.com/s/pqu1dbbpb5rcudf8a7g3hqixva4vja6h

Develop the communications and fraining materials.

For your convenience, use these tools and templates:

Guide for Creating Effective Marketing Messages ID, SME, CE
Marketing Tip Sheet Template

Online Training Storyboard Template
Communication & Training Multimedia Guide
Workshop Agenda Template

O Load content into learning management system. ID

I Use learner, SME, and stakeholder feedback to revise course content, fix bugs. ID

Initiate workshops and webinar program at least 2 weeks after online course is live. This will

O give learners time to complete course. P 1D

Do analysis of summative assessment feedback, including learner satisfaction survey, item
O analysis, aggregate learner quiz data, participation rates, etc.

PL, ID

ROLE KEY:
= PL = Project Lead (Communications & Training)
= ID = Instructional Designer
=  SME = Subject Matter Expert
= CE = Copy Editor


https://ucop.box.com/s/saq5fc0k6ew2h5w0s9f9gzxn2296xtxs
https://ucop.box.com/s/scu8yojqxedof3o6i7le0ewb078f57y9
https://ucop.box.com/s/e2x0nsr0nfdr5a0pjrs44wkt00t2pvil
https://ucop.box.com/s/2rkldj3hv31qi9tadclhnq9lpionljvu
https://ucop.box.com/s/myn1eg8wd4nobpo9ua2pmeitg46tq4rr
https://ucop.box.com/s/3x1hssdjpaht5ngczxvna2xqslgjwanr
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