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SECTION 1 – PURPOSE OF TRAINING STRATEGY
This document defines the National Finance Center’s (NFC) Training Strategy for EmpowHR.  The strategy outlines NFC’s short and long-term plans for training the EmpowHR customer community.  Also addressed in the strategy are details on types of training that will be conducted, the format of the training and curriculum to be included, and the approach to be used for training needs related to new releases, migrations, or new employee users.  Additionally, the goals for the training program discussed along with next steps for developing a specific training plan.  

SECTION 2 – SHORT AND LONG-TERM PLANS 

NFC is approaching the training strategy for EmpowHR from both a short-term and long-term perspective. The short-term approach for EmpowHR training is currently centered on the 9.0 Release of EmpowHR.  This focus of this training will be to transition current users into successfully utilizing the new release. The current 8.8 customizations are being carried forward to Version 9.0 with a few exceptions.  This reduces the amount/level of training required.  The other short-term approach is for conducting complete EmpowHR training as necessitated by an agency’s migration into EmpowHR.  

The long-term approach for EmpowHR training is to begin conducting complete EmpowHR training courses are requested by agencies while also delivering other options to NFC-based instruction.  Some of these alternative options are outlined in this strategy document.  At this time the training strategy addresses the training of the Human Resource (HR) Office staff only.  NFC will begin exploring the training related to the Manager and Employee Self Service modules of EmpowHR in the future. 

SECTION 3 – TYPES OF TRAINING COURSES 
NFC will conduct various types of training courses for EmpowHR.  These courses will vary by target audience, format, and geographic location. Each of these subject areas are outlined below.  

3.1 Targeted Training Audiences

The three main audiences that NFC will target for the EmpowHR training courses are:

· Current EmpowHR Customer New Employees – NFC will conduct training for new employees of current EmpowHR customer agencies.  As new employees require training, NFC will coordinate getting these employees trained with the requesting agency.  

· Current Users New EmpowHR Releases – As part of the new release process, NFC will also conduct training for current users of EmpowHR related to new release of EmpowHR. Generally, it is expected that this training will be more transitional in nature as opposed to in-depth training on the system. 
· New EmpowHR Customer Migrations – As part of the migration process for new EmpowHR customers, NFC will conduct EmpowHR training.  This is usually conducted towards the end of the User Acceptance Test period. 
Please note that NFC’s current strategy is to hold agency/department specific classes with respect to student enrolment.  NFC will not hold open enrolment sessions with multiple departments participating in the same session.  The only exception to this may be when the User Acceptance Testing participants are trained. 

3.2 Training Format

NFC has plans to utilize several formats for accomplishing EmpowHR training.  The training format best for one agency may be different for another. Therefore, agencies are free to choose whichever method or combination of methods works best for them.  Each of the training formats is described below. 

· Instructor-based – NFC has traditionally offered Instructor-based training for its customers on its systems/applications.  This will continue to be an offering for EmpowHR.  

· User Productivity Kit (UPK) – UPK is a self-paced, web-based, user instruction tool that has been used by some customers of EmpowHR on their own to train their staff on EmpowHR.  NFC is currently analyzing its effectiveness as an offering to the entire EmpowHR customer community and will make a decision in the near future on its usage or the use of a similar product offering. 
· Manuals/Reference Materials hosted on NFC Home Page – NFC will host all EmpowHR training materials along with any procedure manuals/reference materials on the NFC web site so that they are available as training tools for customers.  
3.3 Geographical Options for Training

NFC will offer geographical alternatives for EmpowHR training.  The three alternatives are:

· NFC – Client Services Office (CSO) Washington, DC – Training will be offered at the NFC CSO in the South Agriculture Building at 14th and Independence in Washington, DC.  This facility can currently accommodate a class of up to 18 students with computers or up to 50 without computers.
· NFC – New Orleans, LA Facility – Training will also be offered at the NFC in New Orleans, LA.  This facility can currently accommodate a class of up to 30 students with computers or up to 75 without computers.
· Agency Site – NFC is also willing to conduct training at any agency-hosted site with the appropriate training room accommodations.
SECTION 4 – TRAINING CURRICULUM

4.1 Training Course Designations 

NFC plans to offer the following courses. 

	Course:  
	New EmpowHR User Training  - Current Customer – HR Office 



	Timing of course:  
	As soon as possible after the employee has been placed in the job. 



	Course objective:  
	Participants will be able to successfully use the EmpowHR system to perform the required duties of their processing role. 



	Course duration:  
	4 ½ days



	Format of Class:  
	Classroom training environment



	Course Content:  
	In depth instruction on EmpowHR functionalities including review of overall workflow/business processing rules and workshop cases spanning all modules.  




	Course:  
	New EmpowHR Release Transition Training  



	Timing of course:  
	At the start of User Acceptance Testing for some students or approx. 1 to 2 months before new release implementation 



	Course objective:  
	Participants will be able to successfully test the new release during User Acceptance Testing or use upon implementation of the new release.



	Course duration:  
	1 ½ days



	Format of Class:  
	Classroom training environment



	Course Content:  
	Transitional instruction on the difference between the current release and the new release of EmpowHR being implemented.




	Course:  
	New EmpowHR User Training  - New Customer Migration – HR Office 



	Timing of course:  
	1 month prior to implementation/migration



	Course objective:  
	Participants will be able to successfully use the EmpowHR system to perform the required duties of their processing role. 



	Course duration:  
	4 ½ days



	Format of Class:  
	Classroom training environment

	Course Content:  
	In depth instruction on EmpowHR functionalities including review of overall workflow/business processing rules and workshop cases spanning all modules.

 


4.2 Evaluation of Training 

NFC will evaluate training courses on a regular basis to determine the effectiveness of the content and assure the currency of the material. The evaluations will be completed through the following methods:

· Gaining feedback for User Acceptance Testers and training participants after completion of the course,

· Observing questions during the training session to determine where materials may need to be supplemented, and

· Polling supervisors of participants for feedback on students after they return to the office and begin applying the material taught. 

SECTION 5 – GOALS AND SUMMARY OF NEXT STEPS 

5.1 Goals for the Training Program 

NFC is in the early stages of developing the EmpowHR Training program.  Our goal is to build a solid foundation and grow the training program from there.  We continue to explore options for staffing our training efforts and plan to supplement our training staff in the very near future with contractual support.  We also continue to explore our technical options for delivery of training while avoiding any options that are cost restrictive or even prohibitive for our customers.  We have recently surveyed our EmpowHR customer community on their training needs and will use this input to assist in the development of the training program. 

5.2 Summary of Next Steps  

In moving forward with the EmpowHR Training Program, the major next steps needed include:

· Analyze Training Data Call Survey input from customers for needs assessment.

· Develop and formalize a Training Plan

· Continue to develop cadre of NFC Trainers.

· Finalize contract for Training staff support.

· Upgrade Training Environment for 9.0 Version 

· Develop 9.0 Training curriculum/content and associated materials 

· Develop additional User Guides, Job Aids, Quick Tips, etc. as identified.

· Schedule Training Sessions for 9.0 and tentative sessions for remainder of 2008 and 2009.  

· Continue to explore UPK or other user assistance tool and implement selected product.

While this is just a short list of next steps to come, many more will be required for the development and expansion of the EmpowHR Training Program. As we continue to identify and document the many deliverables required, we will communicate these plans with the EmpowHR user community. 
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