New Student Employee Learning Plan (Sample Template)
Name of New Student:  Click or tap here to enter text.      Start Date: Click or tap here to enter text.
The purpose of this Learning Plan is to introduce the new student employee to the resources and guidance that will be available for learning the job and achieving excellence. 

Required Training – Complete the trainings checked below in the timeframe outlined by your supervisor.
	Required Training
☒New Student Employee Orientation (online, required for all new student employees)
☐HIPAA Training (online, required for all employees in Disbursements and Financial Information Management)
☐HRS Training (online, required for some, depending on responsibilities; ask supervisor)
☐ COVID-19 Training for Onsite Workers (online, required for all employees working onsite)
	Unit-Specific Required Training 

☐______________________________________________

☐______________________________________________

☐______________________________________




Important Resources – Be sure to become familiar with the people and websites below.
People
· Dan Langer, Asst Vice Chancellor for Business Services/Controller
· 
· 
· 
Websites
· Business Services Homepage: https://businessservices.wisc.edu/ 
· Business Services Intranet: https://intranet.bussvc.wisc.edu/ 
· 
· 
· 

Supervisor:  
Column 1: List information/tasks/procedures the new employee will learn in the first 1-3 months
Column 2: Describe how the student will learn the information/tasks/procedures (i.e. 1-1 training {with whom}, reviewing historical info, reading websites/reports, attending group training, etc.
Columns 3 & 4: Supervisor enters target date for learning and student can enter actual date of learning.

	Information/Tasks/Procedures to Learn
	 How the Student Will Learn (Learning Steps)
	Target Date
	Actual Date

	

	
	
	

	
	

	
	

	
	
	

	


	

	
	
	

	

	
	
	

	

	
	
	

	
	
	

	


	

	
	
	

	

	
	
	

	
	

	
	

	
	
	

	


	

	
	
	

	

	
	
	



Additional Notes and Resources:
