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Introduction

Note: Template Instructions
The template instructions are formatted as hidden text and are intended for the author of the document only.  Delete this section after completing this document.

General hints for completing Adoption and Learning process templates:
- This template contains suggested headings, text, and formatting intended to speed the creation of the deliverable.  You may delete or add components to suit your objectives.
- To include hidden text when printing the document, select File, Print…, Option…, Print tab, check Hidden Text.
- To format (or undo) selected text as Hidden, select Format, Font…; check Hidden under Effects.
- To add lines to a table, press [Tab] from the last cell in the table.
- Text that appears between <single carrots> is either a variable to be replaced manually, or instructions for completing the field.  Delete or replace all carrots before distributing the document to the organization.
- <Blue, highlighted text> represents a variable that may be defined and replaced automatically upon creation of the deliverable.
- To protect the document so that revisions will show, select Tools, Protect Document…, Revisions.  Add a password if you do not want someone to be able to remove the Protect function from the document.  To set options for revisions, select Tools, Revisions… and choose your option.


Purpose

In this task, you conduct the skills change events developed in the Learning Plan (AP.140), as well as track and document their progress.  The purpose of this document is to summarize the User Learning Events and track the progress.

Assumptions

The following assumptions were confirmed:

· The Learning Plan (AP.140) is complete.

· The User Learningware (AP.150) is developed and complete.

· Resources required are available for delivery, administration and tracking.

· User Learning Environment (AP.160) is set up.

Overview

This document contains the following components:

	Component
	Description

	
	

	Introduction
	Includes the document purpose, assumptions and overview.

	Human Performance Support Orientation and Learning Administration Materials
	Includes all materials used in conducting HPSS orientation and learning events.

	User Learning Event Log
	Tracks all learning events and users.

	Skills-Change Measurements
	Documents the progress users make in their skills change program.


Note: We recommend an adult learning specialist and human performance technologist complete all task steps.  Alternatively, the trainer could handle core steps 2 and 4, as defined in AIM 3.0 Process and Task Reference.

Human Performance Support Orientation and Learning Administration Materials

The following tracks the conduct of the events planned for the orientation and learning of the human performance support systems materials.

Note: Refer to the Human Performance Support Systems (AP.110) to list the orientation and learning events and include materials.  Include in this section the actual materials developed for orientation and learning as well as measurement criteria and tools.

Complete the following event tracking log as appropriate.

	Event Title
	Date
	Time
	Location
	Attendees
	Evaluation Complete?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


User Learning Event Log

The following tracks the conduct of the planned user learning events.

Note: Use this section to describe what system the organization uses to keep track of the learning events which have occurred,  and the people who have participated.  

Refer to the User Learning Event Log outlined in the User Learningware (AP.150) and complete the log as appropriate.

Skills-Change Measurements

The following captures the evaluation data for the skills change events.

Note: Use this section to describe what system the organization uses to measure the skills change and user performance.  

Refer to the Measurement Materials defined in the User Learningware (AP.150) and complete the log as appropriate.

Open and Closed Issues for this Deliverable

Note: Add open issues that you identify while writing or reviewing this document to the open issues section.  As you resolve issues, move them to the closed issues section and keep the issue ID the same.  Include an explanation of the resolution.

When this deliverable is complete, any open issues should be transferred to the project- or process-level Risk and Issue Log (PJM.CR.040) and managed using a project level Risk and Issue Form (PJM.CR.040).  In addition, the open items should remain in the open issues section of this deliverable, but flagged in the resolution column as being transferred.

Open Issues

	ID
	Issue
	Resolution
	Responsibility
	Target Date
	Impact Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Closed Issues

	ID
	Issue
	Resolution
	Responsibility
	Target Date
	Impact Date
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