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Checklist for Ensuring Training Transfer 
One of the primary goals of any learning and development team is to ensure training transfer; you want to make sure that employees are acquiring the knowledge, skills and experience they need through the development activities they complete, and then applying them on the job, in a sustained way.
While there are lots of personal factors that affect whether learning improves performance for any given employee, there are a number of things you can do to help create a working environment and culture that supports and encourages training transfer.
Here’s a checklist of some of them.  
If you find your organization isn’t taking some of these steps, consider adopting them to increase training transfer.
Organization
☐	Our organization’s leadership team regularly communicates about the importance of continuous improvement and ongoing learning to individual and organizational success.
HR/Learning and Development
☐	Consider individual, departmental and organizational learning needs when putting together the organization’s learning offering to ensure learning needs can be addressed.
☐	Ensure the people who deliver training for the organization are the best at what they do and inspire our employees to learn.
☐	Clearly identify the competencies, knowledge, skills and abilities a learning activity is designed to develop, so managers and employees can make appropriate choices.
☐	Offer employees a variety of learning activities/opportunities that cater to a variety of learning styles and levels of proficiency.
☐	Provide several options for learning activities that can be staggered over a period of time so employees have an opportunity to digest the information presented, practice applying it, then broaden or deepen their learning later, as needed.
☐	Measure the effectiveness of learning activities in terms of improved employee performance on the job 
☐	Regularly update activities to improve their effectiveness or discontinue ineffective activities.
Managers
☐	Assign employees appropriate development activities based on the employee’s diagnosed development needs and their learning style.
☐	Encourage and expect employees who participate in learning activities to apply their learning in the workplace.
☐	Give employees opportunities to apply their new knowledge or skills through things like stretch projects, participation in informal teams or working groups, etc.
☐	Encourage employees to create individual goals and action plans that are time-bound or that include specific milestones for applying the knowledge/skills/experience they acquire through assigned learning activities.
☐	Review employees’ progress on the individual goals or action plans they set themselves for applying the knowledge/skills/experience they acquire through training on a monthly basis.
☐	Praise, recognize and reward their employees’ developmental efforts and application of learning on the job.
☐	Verify the effectiveness of development activities by checking for improvements in employee performance on the job.
Employees
☐	View development activities as something that is valuable, for them personally and for the organization, not as a punishment!
☐	Create individual goals and action plans that are time-bound or that include specific milestones for applying the knowledge/skills/experience they acquire through assigned learning activities.
☐	Share their key learning highlights with their peers via a presentation or team meeting.
☐	Take opportunities to mentor other team members or groups who are looking to enhance their knowledge in a similar area. 
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