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Looking for more information or support?
Reach out to OrganizationalDevelopment@cityofmadison.com. 
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Leaders help connect what people learn in training to what they do at work. When you get involved, it helps people remember what they learned and use it on the job. 
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Content prepared by the Gender-Inclusive Workplace Team & Learning + Development Specialist, HR-OD Unit.


[bookmark: _Toc212035178][image: ]Planning: Know your employee’s skill development needs. 
1. Review past development notes and goals.
2. Update job details.
3. Check current skills and skill development priorities.
4. Agree on learning steps. 
Sample Verbiage:
· “As we approach next year, let’s take a look at skills you would like to develop.” 
· “I want to be mindful and supportive of the goals you’ve mentioned. Let’s meet to talk about learning experiences that would be helpful for you.  
· “Your ability to continue strong performance in your role helps the business unit meet its goals, too. What do you need for continued growth?  
· “How do you feel about your current skills and the opportunities for growth? What would be most meaningful for you in your development moving forward?” 
Write your own verbiage here: 



[bookmark: _Toc212035179][image: ]Before: Explain why the training is important and connect it to their job and goals. 
1. Set expectations.
2. Encourage participation and full engagement.
3. Show support.
4. Reinforce value.
Sample Verbiage:
· “This training is important because it connects to both your and our team goals.” 
· “I’ve cleared your schedule so you can focus fully on this.” 
· “I’m interested to hear what stands out for you.” 
· “I hope you’ll ask questions and share your ideas.” 
· “Take notes on anything we can try as a team.” 
Write your own verbiage here: 



[bookmark: _Toc212035180][image: ]Right After: Talk with them about what they learned and help them find ways to use it in real work situations.  
1. Debrief right after the training.
2. Support practice.
3. Recognize effort.
Sample Verbiage:
· “What’s one new thing you’ll try this week?” 
· “Let’s find a project where you can apply this skill.” 
· “Thanks for sharing your takeaways — I see you putting them into action.” 
· “What concepts were useful to you?” 
· “Let’s revisit this in our next 1:1 to see how it’s going.” 
Write your own verbiage here: 



[bookmark: _Toc212035181][image: ]Ongoing: Encourage the learner to use what they learned. Give feedback and help solve problems so the learning sticks over time.  
1. Reinforce regularly.
2. Tie back to goals.
3. Recognize growth over time.
4. Keep conversations alive.
Sample Verbiage:
· “How has it been going practicing the new skill?” 
· “What else can I do to support you?” 
· “I noticed you used this skill in yesterday’s meeting — great work.” 
· “How do you want to keep building on this in the next few months?” 
· “When do you want to meet next to share how your practice is going?” 
Write your own verbiage here: 
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