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The Organizational Training Plan will be generated and maintained by SSG Professional Development Division.  Each project will generate a Project Training Plan (PTP) and must ensure it is accurate and up-to-date.

Definitions:

Mandatory: at a minimum information must be included; more information may be added at Project Manager’s discretion.

Optional: information may or may not be included at Project Manager’s discretion.

A large requirement involves new development, technical refresh, or maintenance efforts greater than 1500 work hours or crossing multiple Data System Designators (DSDs).

A small requirement involves legacy maintenance less than 1500 work hours and doesn’t cross DSDs.

1. Introduction

1.1. Purpose  

This paragraph shall identify the objective of this document. {The purpose of the Organizational Plan is to make everyone at SSG aware of the planning necessary in order to keep the workforce trained and current in the skills necessary to perform their jobs.]

1.2. Scope

This paragraph shall describe the extent to which this document applies within the organization, projects, and individuals within the SSG organization.  

1.3. Relationship to other documents

{The Organizational Plan is the highest level plan.  The Project-level plans feed into the Organizational Plan, just like individual training plans (both civilian and military) feed into the project-level plans.}  This paragraph shall make reference to and interrelate as applicable other training program assets, such as project training plans, skills and knowledge assessment process, etc., to this organization training plan.

1.4. Roles and responsibilities

This paragraph shall identify the roles and responsibilities of all personnel and agencies involved in executing this organization’s training plan.  The identification shall include the following, as a minimum:
1.4.1. Professional Development Division
1.4.2. Training Coordinators (TCs)
1.4.3. Round Table (Senior Management)
1.4.4. Project Managers
1.4.5. Trainees

2. Identification of organizational knowledge and skills

2.1. Knowledge and skills organization

This paragraph shall identify and define the models for which knowledge and skill data will be documented.  The identification and definitions shall include the following, as a minimum:
2.1.1. Technical skills

2.1.1.1. Application development

2.1.1.2. Database management

2.1.1.3. Communication or networking

2.1.1.4. Project or program management

2.1.1.5. Testing

2.1.1.6. Configuration management

2.1.1.7. Quality assurance

2.1.1.8. Security

2.1.1.9. Plans

2.1.1.10. Requirements

2.1.1.11. Systems programming
2.1.2. Non-technical skills

2.1.2.1. Administrative 

2.1.2.2. Secretarial
2.1.3. Acquisition skills

2.1.3.1. Level I

2.1.3.2. Level II

2.1.3.3. Level III

2.2. Tasks identification

This paragraph shall identify the fundamental tasks performed within each knowledge and skill model identified in Knowledge and Skills Organization above.  These task descriptions provide the basis from which knowledge and skills data may be identified.

2.3. Knowledge and skills identification

This paragraph shall identify the corresponding knowledge and skills necessary to perform the tasks as identified in Tasks Identification and organized by Knowledge and Skills Organization above.  The information identified in this paragraph should provide substantial indication of the knowledge and skills necessary for top performance.

Knowledge and skills data may be further delineated by more abstract organizations, such as within implicit and explicit categories.  Implicit may be defined as those fundamental knowledge and skills to perform various processes, such as an analytical ability to solve business problems and the ability to conduct configuration status audits;  while explicit knowledge and skills may be defined as proficiency with specific vendors’ products, such as BPWIN, WinRunner, or PowerBuilder.  Furthermore, some knowledge and skills may be so fundamental to working within the organization that they are considered foundation in context, such as an understanding of the organization’s mission or vision, structure, and product or service line. 

3. Assessment and analysis of knowledge and skills

3.1. Knowledge and skills assessment

This paragraph shall describe the methods, schedule, and overall management of knowledge and skills assessment within the organization.   Any tool-specific capabilities or constraints relevant to the assessment process shall be mentioned here as well.

3.2. Knowledge and skills analysis

This paragraph shall describe the process for analyzing the deltas between the knowledge and skills models and the knowledge and skills assessment data.  

4. Organizational training strategy

4.1. Identification of training requirements

Mandatory

This paragraph shall describe the organization training requirements based on the knowledge and skills analysis in the Knowledge and Skills Assessment paragraph above.  These training requirements will be stated at the organization level while project-specific and individual training requirements (as stated in project training plans and individual development plans, respectively) will also apply.

4.2. Identification of training sources 

Mandatory
This paragraph shall describe for each training requirement the training source which shall satisfy the requirements.  This identification shall form the traceability between training requirement and training source.

4.3. Training development and acquisition

This paragraph shall detail the sources for course development and acquisition necessary to meet the organization’s training requirements as identified in the Identification of Training Requirements paragraph. Training development and acquisition may include the following:

4.3.1. Formal classroom training
4.3.2. Learning resource center
4.3.3. Video training
4.3.4. Professional conferences
4.3.5. Computer-based tutorials
4.3.6. Mentor-based OJT
4.3.7. Academic programs
4.3.8. New employee orientation

4.4. Training delivery

This paragraph shall describe the organization’s approach for delivering the identified training in the Identification of Training Requirements, and Identification of Training Sources paragraphs.  

4.5. Training evaluation

This paragraph shall describe the process, to include the use of tools such as a training evaluation form and database, for evaluating the quality and effectiveness of training.  

5. Training resource requirements and schedule

5.1. Training program cost

Mandatory
This paragraph shall detail the resources associated with implementing and maintaining an organization training program.  Resources should be quantified in monetary and personnel equivalents (PEs) terms.  All resources requirements associated with the program should be included, such as knowledge and skills identification and assessment, training development or procurement, learning resource center materials, and all PEs necessary to manage and execute the program.

5.2. Schedule 

Mandatory
This paragraph and corresponding Gantt chart should describe the schedule for executing this organizational training plan.  Furthermore, this schedule should include detailed information concerning the schedule for developing and revising training courses and the execution of training.

6. Training prioritization

This section shall establish the interrelationships among organization, project, and individual training activities and how training activities will be coordinated and prioritized.

6.1. Organizational training

This paragraph shall describe the integration with other training objectives as well as the requirements for an organizational training plan.  

6.2. Project training

This paragraph shall describe the integration with other training objectives as well as the requirements for project-level training plans.  

6.3. Individual training

This paragraph shall describe the integration with other training objectives as well as the requirements for individual-level training plans or individual development plans (IDPs).  

6.4. Training waiver

This paragraph shall describe the training waiver process used when individuals have previously met training requirements.  This process shall become a procedure that individual components of the organization will follow for submitting waivers to training requirements.

7. Organizational training plan metrics

This section shall describe the characteristics of training program metrics.

8. Appendixes 

Appendixes may be used to provide information published separately for convenience in document maintenance (e.g., charts, classified data).  As applicable, each appendix shall be referenced in the main body of the document where the data would normally have been provided.  Appendixes shall be lettered alphabetically (A, B, etc.).  This section shall include an alphabetical listing of all acronyms, abbreviations, and their meanings as used in this document in Appendix A.  The overall glossary contained in the SSG Organization’s Systems Engineering Process (SEP) contains a list of terms and definitions needed to understand this document.
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