
L&D function setup planner
Six steps to set up training in a growing organisation. Tick each item and note
owners and dates.

1. Listen before you build

2. Cover the must-haves

3. Agree what good looks like

4. Plan the year

5. Choose tools last

6. Show what changed

First 90 days

Actions Owner Done by

Weeks 1 to 4

Weeks 5 to 8

Weeks 9 to 12
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Interview leaders about priorities
Ask managers where teams struggle

Short staff survey or listening sessions
List problems that are not training problems

List all mandatory training

Record who has completed it
Note renewal and expiry dates

Agree who follows up

Choose two or three key roles first

Four to six observable behaviours per role
Describe each at entry and experienced level
Review with managers

Map priority sessions by month
Leave about a quarter of the year open

Share the calendar with managers
Book facilitators and rooms early

Course catalogue

Enrolment
Completion reports

Add features only when needed

Follow-up survey after key sessions

Manager check-in after a few weeks
Two or three examples of changed practice
Short report to leadership


