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End-User’s Technical Training Self Audit

	End-User’s Technical Training Self Audit

Take a few minutes to see how your training measures up to “Best Practices” in the industry.
Check off all that you have and put your total points for each section on the far left. Add up your total points for all three sections for your total. Compare yourself to “Best Practices” in the industry.

	Points
	Topic
	Content  (add up the points listed for each item you check off)

	
	Planning
	· You have training and training documentation specs identified and in writing. (4)

· You have a formal Request for Proposal (RFP) that you send to your training providers (equipment and/or suppliers) (5)

· You have clearly identified training expectations that you share with your equipment supplier (OEM) (5)

· You have talked to the OEM and scheduled safety training prior to entering the plant. (7)
· You provide your equipment supplier (OEM) with background information about the location that the training is going to be at. (4)

· You participate in their training “needs assessment” so they can customize their training to meet your needs. (5)

· You share your expectations with your OEM and set measurable training goals. (8)

· You have a designated training coordinator who understands training (5)

· You assign someone to coordinate training as needed. (3)

· You just ask the OEM if they provide training and expect that it will be delivered prior to start-up. (-2)
· You have training designated as a line item in your budget rather than in a general category like “service”. (3)

	
	Installation 

&Training
	· You have internal trainers that can assist with the training (they may be a lead person, a formal trainer and/or an SME with good training skills that you use as trainers when needed). (10)

· You have consistent sign-in sheets that show how long each trainee was able to stay in the training session. (3)

· You have consistent feedback sheets for all training (3)

· You ensure that a classroom is available for training with all the requested materials. (4)

· You ensure that the equipment will be available for training as requested. (8)

· You work together with the OEM to develop an effective schedule (4)

· You work together with the OEM on evaluations (4)

· You abide by the expectations committed to (5)

· You send only appropriate trainees to class (5)

· You don’t pull out trainees form formal training (8)

	
	Follow-Up
	· You have a discussion with the OEM trainer once the training is completed (5)
· You develop a follow-up plan (8)

· You provide OEM with feedback. (5)

	How do you compare to “Best Practices” in the industry

75 – 100 – You ARE considered “best Practice” in the industry – Congratulations! You probably have a very good partnership with your OEMs.

50 – 75 – You are using many good training tools but still have room to improve

25 – 50 – You’ve just scratched the surface on using effective training practices

0 – 25 – Yikes, we can safely say you probably have and repeat service calls because your people don’t know how to operate and/or repair your equipment. You have a lot of room to improve. 


