Sample MRC Training Plan for Management Planning  
This sample training plan further details training objective activities on the sample MRC Action Plan*
An objective in any MRC strategic and action plan is to ensure volunteer competencies through training and education.  This requires a more detailed action oriented training plan that includes implementation steps and evaluation criteria.  Many formats can be used for this purpose.  MRC management training plans are closely tied to recruitment activities and individual training plans.  Individual training activities can be tracked through the Florida Emergency Health Volunteer Registry (FEHVR).  This is an example and is not intended as a plan to be followed by each MRC.  It includes some activities found to be effective in planning training for new volunteers and ongoing training to ensure readiness, skill development and skill enhancement.  Each MRC site will develop its plan based on local needs, goals and resources.   Once the plan is developed, regularly scheduled reviews can be performed to track progress and outcomes.
*Objective:  Increase training capacity and ensure volunteer competencies through training and educational opportunities



	Activity
	Implementing Step
	Lead
	Time Frame
	Expected Outcome
	Status/Notes

	Evaluate volunteer training needs
	Conduct needs assessment to determine current skills and competencies of volunteers
	Coordinator
	Each June Ongoing for new volunteers
	Analysis of individual skills and needs and development of individual training plans
	

	
	Compare current skills and competencies with skills and knowledge needed to accomplish MRC mission
	Coordinator
	Each June Ongoing for new volunteers
	Prioritize training opportunities to meet training needs
	This will also help determine recruitment needs and plan

	
	Compile and analyze results of needs assessment compared to required and desired skills and competencies
	Coordinator
	Each June
	Determine and prepare report on training necessary to support  MRC mission and goals 
	

	Establish standardized training program
	Determine training objectives, skills to be learned, time requirements and necessary training activities 
	Coordinator
	July 2008
	Determine training meet need
	

	
	Develop list of required and recommended trainings
	Coordinator
	July 2008
	Determine training to meet requirements and need
	See MOU with DOH to ensure requirements are met

	
	Develop list of special trainings determined necessary or desirable as a result of training needs assessment
	Coordinator
	July 2008
	Fill gaps identified by training needs assessment
	

	Establish standardized training program (cont)
	Identify training available through local, state and Federal entities
	Coordinator
	July 2008
	Maximize funding and administrative capabilities by taking advantage of already available and tested trainings
	

	
	Develop partnerships to provide continuing education and continuing medical education credits for training
	Coordinator
	Ongoing
	Encourage more volunteers to take  training 
	

	
	Develop list of training groups such as Orientation, Introduction to Incident Command
	Coordinator
	July 2008
	Create training details
	

	
	Determine size of group to be trained
	Coordinator
	August 2008
	Create training details
	

	
	Determine available resources, if a consultant trainer is needed and define deliverables
	Coordinator
	August 2008
	Hire consultant if necessary
	

	
	Determine training schedules, delivery methods and tools and materials needed for training
	Consultant
	September 2008
	Begin training implementation
	

	
	Review curriculum for any locally developed training with MRC, FEMA, CDC and Florida DOH guidelines 
	Coordinator
	October 2008
	Ensure curriculum meets national, state and local goals and objectives
	

	
	Develop training materials
	Consultant
	November 2008
	Prepare all materials to support training
	

	
	Test and refine training materials
	Consultant
	November 2008
	Ensure materials are useable and accomplish intended goals 
	

	
	Determine evaluation criteria and how feedback will be obtained to evaluate training to ensure training objectives are achieved
	Consultant
	November 2008
	Development of evaluation tools
	

	Offer flexible opportunities for training
	Offer required training online
	Consultant
	December 2008 & ongoing
	Ability to complete required training quickly
	

	
	Offer required training in group sessions
	Coordinator
	Quarterly begin Dec 08 
	Meet volunteer training needs
	

	Offer flexible opportunities for training (cont)
	Offer training in MRC core competencies online
	Consultant
	December 2008 and ongoing
	Encourage more volunteers to participate in training activities 
	

	
	Offer training in MRC core competencies in group sessions
	Coordinator
	Quarterly begin Dec 08
	Meet volunteer training needs
	

	
	Facilitate opportunities by including training and educational information and links on Web site
	Consultant
	December 2008 and ongoing
	Increase volunteer competencies 
	Link to MRC-Train

	Coordinate  participation in local drills and exercises
	Conduct or participate in at least one local drill annually
	Coordinator
	As available At least annually
	Maintain volunteer interest and skills.  Enhance teamwork
	

	Evaluate training activity effectiveness
	Develop and use pre and post tests as appropriate
	Consultant
	Ongoing
	Ensure learning has occurred
	

	
	Develop or utilize existing evaluations for all training classes
	Consultant
	Ongoing
	Find opportunities for improvement
	

	
	Analyze individual training activity evaluations and pre/post test results
	Coordinator
	Ongoing
	Make changes in curriculum as needed
	

	
	Measure percent of volunteers who participate in at least one training activity
	Coordinator
	June 2009
	Increase over previous  year participation
	

	
	Measure percent of persons trained who successfully complete and receive certification 
	Coordinator
	June 2009
	Meet established performance measure
	Compare with previous year or benchmark

	
	Evaluate volunteer competencies
	Coordinator
	Ongoing
	Volunteers report or demonstrate increased skills and competencies 
	

	
	Prepare training report with recommendations for training enhancements and future activities
	Coordinator
	Each June 
	Support and feedback from steering committee, county leaders, partners and the state.  Improved future action and  training plans
	


Specific implementing steps may need to be further broken down into a work plan or list of tasks.
This sample represents a management tool for establishing an overall organizational training plan.  Other types of effective training plans include: 

· A matrix of courses listing objectives, times, suggested trainees etc. (see example on next page).
· An individual plan for each course to be offered describing the scope of the training, the objectives or expected results, a general description or overview of the curriculum, training requirements such as who is to be trained, time frames, trainers or presenters, training resources and materials, evaluation tools etc.
· An individual plan for each volunteer or classification including specific training competencies and goals, courses to be taken etc.

The Northwest Center for Public Health Practice at the University of Washington School of Public Health and Community Medicine Web site contains training planning information including a template for a Training Needs Assessment Survey, a Training Assessment Readiness Report and a template for a detailed narrative training plan.  www.nwcphp.org/technical-assistance/assessment.  
The following link provides another example of a template for an organizational plan prepared in a narrative format. 

www.hud.gov/offices/cio/sdm/devlife/tempchecks/tptemplate.doc. 
The Florida Department of Health, Offices of Public Health Preparedness and Emergency Operations has a training and exercise planning Web page that include valuable resources such as a Training Catalog: Guidelines and Listings for County Health Departments, a Trainer Toolkit, a training exercise developed by the U.S. Department of Homeland Security and more.  www.doh.state.fl.us/demo/php/training.htm.  

MRC Training Matrix - Example
This matrix provides a list of current training opportunities offered by the [Name of] County MRC.  Volunteers may review this matrix to assist them in developing their individual training plans.  Volunteers should also visit www.mrc.train.org  or www.training.fema.gov/is for additional training opportunities. 

	Training
	Req
	Rec
	Competency/ Objective
	Trainees
	Method
	Time
	Schedule
	Validation

	Program Orientation
	x
	
	Understanding and overview of site operations, policies procedures and rights and responsibilities
	All new staff and volunteers
	Classroom
	4 hrs
	Quarterly
	Post Test

	HIPAA
	x
	
	Understanding of and compliance with the act and privacy requirements
	All new staff and volunteers
	Classroom
	1 hr
	Quarterly
	Post test

	Code of Ethics
	x
	
	Understanding of responsibilities and compliance with Department of Health standards of conduct
	All new staff and volunteers
	Self Study
	1 hr
	Ongoing
	Attestation

	IS 100 - Introduction to Incident Command System
	x
	
	Understand Incident Command System (ICS) and provide foundation for higher level ICS training
	All staff and volunteers
	Self Study FEMA EMI
	3 hrs
	Within 3 months of registration
	Completion Certificate

	IS-700  - Introduction to National Incident Management System
	x
	
	Understand the purpose, principles, key components and benefits of NIMS
	All staff and volunteers
	Self Study FEMA EMI
	3 hrs
	Within 3 months of registration
	Completion Certificate 

	IS-22 - Are you Ready? Disaster Preparedness Training
	
	x
	Help individuals better prepare for emergencies
	All volunteers
	
	1 hr
	Ongoing
	Completion Certificate

	IS-800.B - National response Framework
	
	x
	Understand purpose, concepts and principals of National Response Framework
	Team Leaders
	Self Study
FEMA EMI
	3 hrs
	Ongoing
	Completion Certificate

	IS-808 Emergency Support Function (ESF) #8 – Public Health and Medical Services
	
	x
	Understand purpose scope and typical actions of ESF-8 (IS-800.B is prerequisite)
	Team leaders
	Self Study

FEMA EMI
	½ hr
	Ongoing
	Completion Certificate

	Insert other local MRC training
	
	
	
	
	
	
	
	


FEMA EMI - Federal Emergency Management Agency, Emergency Management Institute on-line independent study courses
Sample MRC Training Plan - May 2008
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