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TRAINING PLAN

Training Plan Purpose: 
Identify targeted learning outcomes designed to actively engage agency interns through purposeful, experiential activities; hands-on work assignments; participation on project teams; attendance at pertinent training sessions, meetings, and educational events; exposure to internal and external networks across the agency; and structured mentoring conversations highlighting  both agency mission/values and commonwealth culture.
	Name of Intern:
	

	Agency:
	

	Bureau:
	

	Division:
	

	Intern Supervisor:
	

	Agency Resource Support  Person:
	

	Telephone:
	

	E-mail:
	

	Expected Duration of Internship:
	

	Proposed Start Date:
	

	Proposed End Date:
	



	LEARNING OUTCOMES FOR THIS PUBLIC SERVICE INTERN:

	1.

	2.

	3.

	4.

	5.

	6.

	7.

	{Insert additional learning outcomes if applicable.}
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	JOB TASKS/ASSIGNMENTS FOR THIS PUBLIC SERVICE INTERN:

	1.

	2.

	3.

	4.

	5.

	6.



	PROJECTED TRAINING/DEVELOPMENTAL OPPORTUNITIES FOR THIS PUBLIC SERVICE INTERN:

	1.

	2.

	3.

	4.

	5.

	6.



	AGENCY EXPOSURE/NETWORKING OPPORTUNITIES:

	1.

	2.

	3.

	4.

	5.

	6.
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	PERFORMANCE EXPECTATIONS FOR THIS PUBLIC SERVICE INTERN:

	Job Knowledge and Skills: Measures employee’s demonstrated job relevant knowledge and essential skills, such as work practices, policies, procedures, resources, laws, customer service, and technical information, as well as the relationship of work to the organization’s mission.  Also measured are the employee’s self-improvement efforts to enhance skills and knowledge and to stay current with changes impacting the job.  
· 
· 
· 

	Work Results: Measures employee’s results in meeting established objectives/expectations/standards of quality, quantity, customer service, and timeliness both individually and in a team.
· 
· 
· 

	Communications: Measures employee’s performance in exchanging information with others in an effective, timely, clear, concise, logical, and organized manner.  Communications include listening, speaking, writing, presenting, and sharing of information.  Consideration is given to client/data complexity/sensitivity.  
· 
· 
· 

	Initiative and Problem Solving: Measures the extent to which the employee is self-directed, resourceful, and creative in performing job duties individually or in a team.  Also measures employee’s performance in identifying and resolving problems; following through on assignments; and initiating or modifying ideas, methods, or procedures to provide improved customer service, redesign business processes, and accomplish duties.  
· 
· 
· 

	Interpersonal Relations and Equal Employment Opportunity: Measures employee’s development and maintenance of positive and constructive internal/external relationships.  Consideration should be given to the employee’s demonstrated willingness to function as a team player, give and receive constructive criticism, accept supervision, resolve conflicts, recognize needs and sensitivities of others, and treat others in a fair and equitable manner.  Supervisors and team leaders also are to be assessed on their demonstrated commitment to Equal Employment Opportunity, diversity and proactive actions to prevent/address all forms of discrimination.
· 
· 

	Work Habits: Measures employee’s performance relative to efficient methods of operation, customer service, proper conduct, speech ethical behavior, and Commonwealth/agency/work unit policies and procedures, such as attendance, punctuality, safety, security, proper care and maintenance of assigned equipment, and economical use of office supplies.
· 
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I have read, understand, and agree to the terms of the training plan for this internship.

Intern name (print): __________________________________
Intern signature (print): _______________________________
Business Area (print): _________________________________
Date: ______________________________________________
Intern Supervisor name (print): _________________________
Intern Supervisor signature: ____________________________
Date: _______________________________________________



	PROGRESS UPDATES
	DATE
	COMMENTS:

	Week 1
	
	

	Week 2
	
	

	Week 3
	
	

	Week 4
	
	

	Week 5
	
	

	Week 6
	
	

	Week 7
	
	

	Week 8
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