Sample Message to Management

The sample e-mail below is intended to alert management that their staff now has access to a powerful training and support tool.  Communication with managers and supervisors should always focus on how their department will benefit from the cost and time savings of e-Learning.  

It is strongly recommended that supervisors attend an e-Learning orientation session to gain there full understanding and therefore support!
As with student communication, we recommend that management receive periodic (i.e. quarterly) e-mails to alert them to new site additions and report capabilities.  

Sample e-mail copy: 
Dear (name), 
I am pleased to announce that (organization) has invested in a new e-Learning program through the NY State OFT Academy.  Employees may access training anytime and anywhere they have an Internet connection.  Courses are offered on subjects from Information technology, to desktop software and professional development/business skills.
e-Learning Program Facts for Management:
Access to e-Learning is a tremendous opportunity for employees.  Your employees now have “just in time” training in support of skill development relative to specific job and organization requirements.  At the same time we must recognize the importance of monitoring the use of e-Learning materials on the job.  

Below are program facts to help supervisors and managers understand the e-Learning program and how it can help employees improve on the job performance:

· E-Learning courses are “self study”, employees may access courses from their workstation, designated office PC’s, or from home at any time that is convenient 24x7. 

· E-Learning course sessions (training time) are typically 30-90 minutes and courses are usually completed in multiple sessions (total course time varies by course).  Sessions do not require ½ or full day commitments out of the office.

· Manager approval is NOT required for employees to take e-Learning courses or if approval is required explain the process

· User statistics are maintained by the e-Learning system recording which courses each employee takes, date and time of course (first and last log-in), and assessment scores.  This information is available to managers on request.   

Primary Benefits to Management:  
· Provide training to employees when it's most needed - with no waiting 

· Minimize employee time “out of the office” 

· Reduce travel expenses associated with outside training classes 

· Save significantly compared to contractor classes 

· Develop skills from within the department 

· Perfect prerequisite training for live events that employees are to attend 

Remember - trained employees are productive employees! 

Please contact me if you would like to establish training objectives for individual employees or discuss certification programs.  I can help you map courses to job function skills, and report on employee training activity. Ongoing training requirements can also be linked to employee development plans. 
Please demonstrate your support for the professional development of your employees, and permit office time to be dedicated to use of the training site. 
E-Learning is a fabulous tool that you can rely on as a supplement to our instructor-led offerings. We're very pleased to bring you this progressive new resource. 
Please contact me for information on how to get your employees started and course availability.  I can be reached at (insert your number and e-mail). Thank you. 
