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Training Plan

	Introduction: The Training Plan is an essential and fundamental document of the Placement. The training plan needs to be completed by the trainee and the supervisor of the trainee at the site by the end of the first month.



	The overall design of the Training Plan is at the discretion of the Placement provider. However, although the content of a Trainee’s Training Plan will be influenced by the outcome of the initial assessment and the employer’s environment and requirements, it is expected that the plan will include the following as a basic requirement;

1. details of the Trainee, Employer and main training Site

2. details of the person(s) responsible for monitoring the Trainee’s training and development at the Site

3. the planned achievement targets for the Trainee – vocational units (National Occupational Standards), and mini-targets achieved that record progress as distance travelled

4. what evidence will be gathered and how assessment will be made of the targets that have been detailed

See the Learning Agreement for Placement Providers for further details.

Section 1, 2 and 3: You may choose to make this part of your training plan a record of the initial arrangements agreed upon at the beginning of the placement. Sections 1 are the details of the participants section 2 the Initial Assessment and section 3 the details of the Induction. A signed copy should be sent by post to the Scheme Coordinator at The Pines, RHS Garden Wisley, Woking, Surrey GU23 6QB.

Sections 4: This section could remain a working document in which you complete sections as the targets are met. Adding and adjusting items as the year develops and new opportunities present themselves. This develops into a complete record of achievement that can be referred to at the end of the placement and used as evidence of ‘distance travelled’.
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Training Plan 

Section 1. THE PLACEMENT 

Section 1a: Placement details

	Trainee details:
	

	Trainee Name:


	

	Date of birth:


	

	Employer’s Site Details:
	

	Name of site:


	

	Address:


	

	Tel No.
	

	Placement Supervisor


	

	Contact details


	

	Mentor


	

	Contact details


	

	Start Date: 


	Expected Duration: 
	Completion Date: 


Section 1b: Agreed fixed activities

	Fixture
	Time/Date
	Place/Venue

	Initial assessment


	
	

	Mid-term appraisal


	
	

	Final appraisal


	
	

	HBGBS  Training days


	
	

	Other CPD events


	
	


Section 2. INITIAL ASSESSMENT 

Section 2a: Qualifications, Experience & Skills

To assess the training and development needs of the trainee. This will determine the structure of the training plan and help to identify broad development targets for the trainee.

	Title of prior qualifications 


	Level 
	Grade
	Date achieved

	
	
	
	


Other relevant learning/experience/skills (could include hobbies & interests)

	


Section 2b: Outcomes from Initial Assessment

Record details and results following initial assessment (include basic skills assessment and results)

	Assessment method used
	Results
	Recommendations 

	
	
	


Section 2c: Personal, Career & Progression Objectives

Record the employment objectives of the learner and any further career/progression aspirations including entry into full/part-time education following the term of the programme

	Employment and Career Progression Objectives

	


Section 3. INDUCTION
To familiarise trainee with relevant health and safety procedures and practices, the working environment, the training they will receive, their Placement Provider’s organisation and the people influencing their training and development. Aim to complete within the first fortnight.

	Outline details of Induction training, including training and any specific outcomes

	Main induction took place through Week 1 namely:




Please sign and return to Scheme Coordinator at The Pines, RHS Garden Wisley, Woking, Surrey GU23 6QB

Signed:  ………………………………….. 

Position:






Date: 
Signed:   ……………………………………

Trainee name:……………………………….. 



Date: 

Section 4. PROGRAMME

4a: Programme of training and outcomes

	Programme of Project Work (to be completed between …………&………………)



	Months
	Learning targets
	How are the targets to be measured? 

E.g. NOS Unit title, visual assessment by Supervisor, evidence of understanding

	NOS reference

	Example: November - February
	Create educational outdoor display for Snowdrop festival (identify subject headings, source information and other material, compile document and display)
	Written document and completed display panels
	

	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4b:  NOS Training Targets

A trainee is expected to complete 4 National Occupational Standard units, level 3 during a 12 month placement (i.e.1 in three months). These can be either Mandatory or Additional Units. 

	Units:

	Unit Title


	Date achieved
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