


Maintaining a Learning Journal - For each skill or 
objective, the trainee maintains a weekly journal of 
new insights, reactions to the training, future uses, 
etc.  The journal is shared with the supervisor on a 
periodic basis as a point of reference for discussion 
on the trainee’s progress.

Interviewing Experts - Companies will frequently 
arrange for the trainee to meet with experts in 
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The expert need not necessarily be a company 
employee.

Shadowing Experts - Observation is a powerful 
teaching skill, particularly when structured 
debriefing is build into the training plan.

Guided Research Projects - Researching specialty 
areas can be a constructive learning tool if it is 
combined with intelligent discussion regarding 
the findings.

Departmental Rotation - Rotating through several 
departments is a way to provide an over-view 
of how the pieces interact to contribute to the 
whole.  Beware of rotation phases that last too 
long in one place, however.  The time spent in 
each department must be justified by what is 
being learned.
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Classroom Training, Workshops, Seminars, 
Conferences - these are the traditional methods 
of adult learning.  As with Shadowing Experts 
above, they are most effective when followed by 
structured debriefing.

On-the-Job Training - By itself, on-the-job 
activity is not training.  On-the-job activity must 
directly accomplish a stated goal or objective of 
the training plan.  It also should be coupled with 
frequent, structured debriefing regarding what has 
been learned.  Usually, the best use of on-the-job 
activity is to demonstrate competency in what has 
been learned through other training activities.
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Be open to including the company employees’ 
ideas on how to best contribute to the trainee’s 
learning experience.

Two last tips - use common everyday English.  The 
Visa Sponsor, the trainee, and the host supervisor 
need to be able to use the training plan to know 
what the trainee should be learning at any given 
time.  Avoid piling on redundancy.  Burying 
the training activities under piles of meaningless 
words is a good indication that the activities are 
insufficient for the time being requested.
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Find out what AILF-EVP can do. Contact:
AMERICAN IMMIGRATION LAW FOUNDATION

Here’s a sample of training activities commonly found in training plans;

Focus on what the trainee is going to learn, not what the trainee is going to do.  Managers are very ac-
customed to writing job descriptions, or what an employee is going to do for a company.  A training plan is 
just the opposite, what the company is going to do for the trainee.

Finally, before you start to develop a training plan, call AILF and discuss the program with us.  We’ll help 
you write a dynamite training plan.
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