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Action Steps Workbook: Developing Written Training Programs to
Increase Productivity

1. First, develop a generic informational training manual about the company that will
serve as an introductory training tool for all your employees. Include information
about what the company sells, who the company’s customer is, what the customers
want and value, what actions build the brand and who makes up the competition.
Identify the various positions and functions within the company that are necessary to
conduct business. You may want to also include human resource information such as
benefit programs, expected conduct, disciplinary actions, etc. Make notes below as to
what you would like to include in your introductory training manual.

2. Develop a written training program for each category of positions within the company,
such as sales, customer service, production and delivery. Start here by making notes
for a written training program for the position that has the largest number of
employees and/or has the biggest impact on the bottom line.

a. What position are you going to start with?

b. List the expectations and outcomes of the position.




¢. Explain in dollars how desirable and undesirable actions directly affect the bottom
line.

d. Explain how the desired outcomes of the position affect the performance of other
departments within the company and the ultimate impact to the company’s bottom

line.

e. Develop a verbal explanation of the steps of the job, the tools to be used, and the
required timetable.

Steps Tools Timetable




f. Develop a chart for the explanation of each step that explains why it is done that
way, a story to aid in retention, and an explanation of the dollar value of wrong
actions.

Job Steps Why Story Dollar Effect

3. Make notes for the manager’s training manual on what is important to emphasize
during the demonstration of the steps and what the final outcome should look like.

4. Make notes on examples of positive, supportive language to use during the
observation and corrective steps of the training.




5. Make a checklist for the follow-up and verification step of the training manual that
ranks the performance of the trainee on each step of the job. You may want to make
room on the form for the manager to write comments and/or one-to-ten rankings.
These reports can be used by management as well as provide valuable information for
future training.

Follow-up Form for Position
Steps to Verify #1-#10 Ranking Comments

6. Make notes of positive, reinforcing language ideas to build self-esteem and confidence
in your employees.

7. Make notes of planned actions to empower your employees (i.e., how you are going to
encourage creative thinking to improve outcomes and efficiencies as well as maintain

an open dialogue with supervisors).
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* “If I Knew Then...”: Case Studies That Could Save Your Business
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businesses in the real world

Eree with any Purchase
* A Calendar of Successful Thoughts

* Plus your Action Step Workbook, included with every e-book!



