An Employee Training Plan Template Built Around Real Tasks
Blank template from Elvina Academy: https://elvina.ai/academy/templates/employee-training-plan
Fill it in for one role or process, then have the person who owns the process review it. Do not put passwords or employee records in this file.
Details
	Field
	Value

	Employee
	

	Role
	

	Plan owner
	

	Start date
	

	Review date
	


Template
	Task
	Goal the person can show
	Source
	Trainer
	Target date
	How to confirm completion
	Completion date and trainer notes

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



