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Planning Technology 
Training Programs

Purpose

What is the goal of your technology training program?

Who is your target audience?

How do you determine what your community needs/wants from technology instruction?

Resources

How many staff/volunteers are available for training?

How many hours per week or per month does each person have available for training?

What facilities and equipment do you have available for instruction?

Do you have a training budget? If so, how will you use the funds?

Can you work with other departments in your organization?

Marketing

How will you publicize the library’s technology classes?

Logistics

What type of instruction will you offer? Classroom, individual appointment?

What time of day will you offer training?

How will you handle registrations for classes?

How will you select topics for technology training?

Do you need to develop policies and/or procedures for technology instruction?

Improving & Expanding
How will you evaluate the effectiveness of the instruction being offered?

How will you improve the program over time?
Are there outreach opportunities to bring people into the library for technology instruction?

Are there potential partner organizations in your community?

Professional Development
How will you support staff in meeting the Technology Proficiencies? 
How will you create a culture of learning for staff with regards to technology?
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