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This document enables identification of the skills, tools and processes required to support your change initiative. It will assist you to prepare a training package to suit the needs of each specific team. 
[image: ]		

	
	Team / work area: 
	Team / work area:
	Team / work area:

	Number of staff
	
	
	

	What roles will be affected by the change? 

	
	
	

	What are the changes that will be made?

	
	
	

	What is the preferred mode of training for this team and role?

	
	
	

	Consider your changes. What does the future look like for this team? What processes will change?

	
	
	

	What capabilities or skills will this team need to complete the new processes?

	
	
	

	Do you think staff will accept or resist these changes? Why?

	
	
	

	Can you identify someone who will adapt to changes quickly? Are they able to assist in delivering training?

	
	
	

	Are any new tools, resources or systems required to support new processes?

	
	
	

	
USER CONSIDERATIONS: Think about those directly involved in delivering new processes


	What basic skills or knowledge would staff in this area need to have?

	
	
	

	
ALL STAKEHOLDERS: Think about all stakeholders – such as staff, residents and families -- involved in supporting new processes 

	What skills or knowledge would be ideal for staff in this area to have?

	
	
	

	What policies and guidelines underpin the work your area carries out?

	
	
	




Training plan
	Stakeholder group
	Identified training need
	Training resource
	Training format
	Timing
	Responsibility
	To be completed by

	Residents or representatives
	Basic use of iPad
	PowerPoint online iPad training facilitated by instructor
	Group training, in-person
	30 minutes
	Leisure and recreation coordinator
	10/05/2026
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