Working On IT Tuesdays© Payoff Tool©

We make your Training Payoff
(SOP) STANDARD OPERATING PROCEDURE

TITLE/CODE: 1.10 STS – Staff Training Sessions      DATE: __________________

	WHY?
	Why am I documenting this procedure?
	Employee buy in, all learn to lead, we can all keep our own monkeys, MOCC this is the way, 

	WHO?
	Who will ultimately be responsible for this procedure?
	Everybody  

	WHAT?
	What are the key elements of this procedure?
	Do not train during game time, let the day flow and systems work then train during STS, its not all about the owner, its all about the staff, 
1. Weekly for 45 minutes

2. Lunch hour bring brown bag

3. No pay deal – privilege

4. Required meets require pay

5. Pass the hat each person gets to lead

6. Train on the HTM

7. Build up you team

8. Looking for the positive

9. What did we do right

10. Brag session

11. Upbeat session



	HOW?
	How is the procedure done? Step by Step.
	1. Rotational calendar

2. Set a specific time

3. Make it fun

4. Give our staff room to grow and calm their fears, fear is okay, voice their opinions, it’s not optional, they refuse, push is okay,  

5. Take it slowly
6. Turn in training topics
7. Hand the training to staff members

8. Bring in an outside trainer

9. Vary the agenda

10. 
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