Transfer of Learning/Program Tracking Worksheet

UCSF Supervisory Certificate Programs


Learning recall tends to drop sharply if new learning is not practiced shortly after it is learned. The transfer of learning plan is a tactic for reinforcing new learning. It encourages you to identify and create opportunities within the context of your job to apply and practice new learning as soon as possible after learning it. 

Directions:  Before taking a course in the curriculum, identify and document a transfer of learning activity. This typically entails seeking out or creating an opportunity to practice the skill as soon as possible in an actual situation with your staff or in a simulated situation with your manager or colleague. You should arrange to debrief the occasion for learning feedback and support. 

	Name:
	_________________
	Employee Number:
	_________________

	Current Position:
	_________________
	Organization:
	_________________

	Manager/Supervisor’s Name:
	_________________
	Date:
	_________________


	Course or Elective name 
	Transfer of Learning Objective/Opportunity
	When and applied to whom?


	Results
	Debrief

(+/change)
	Completed

Manager’s 

sign-off and date

	Example
	Example
	Example
	Example
	Example
	Example

	Course: Setting Performance Expectations
	I will conduct two setting expectations conversations with staff. Debrief the experience with my manager for learning.
	When: Next week. 

Whom: James and Gail.
	Both Jim and Gail expressed self-doubts and initial resistance to my expectations. I spent time addressing their reluctance and they finally seemed to buy-in. I need to follow-up to make sure.
	(+)
- I felt confident/clear on my expectations.

(Change): 

-Be less prescriptive, more collaborative
-Give context first.

-More clearly express my confidence in them. 
	M.T.
1/9/2108

	Introduction to Management
	
	
	
	
	

	Recruiting and Hiring


	
	
	
	
	

	Setting Performance Expectations

	
	
	
	
	

	Coaching to Improve Employee Performance

	
	
	
	
	

	Delegating for Performance and Accountability
	
	
	
	
	

	Supervising According to Union Contracts and PPSM
	
	
	
	
	

	Supervising Within the Law, Contracts and Policy
	
	
	
	
	

	Elective(s)
	
	
	
	
	

	Elective(s)
	
	
	
	
	


(Add new lines as needed)
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