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Guidance for Completing the
Training Matrix
An application to Skills Deal Support may involve more than one training programme and each learner may have more than one learning aim. The matrix records the learners, and all the learning aims they are planning to do (supported by Skills Bank).
1. Overview and Examples
	Column
	Description

	Column A
	First and last name of the individual learner

	Column B
	Provide each individual’s job role e.g. Team Leader, Engineer

	Column C
	Drop down selection to capture the benefit to the individual themselves from undertaking the training

	Column D
	Describe how the benefit recorded in Column C will appears in practice to the individual (see examples below)

	Column E
	Record if the benefit to the individual e.g. promotion, has been discussed with the individual concerned

	
Column F onwards
	Insert the training Providers name, the course title, the start and end dates.

	
	Insert the evidence that will be made available to confirm learners me the learning aims of the course (see guidance notes below)

	
	Put a "1" in the appropriate cell for each learner who is undertaking each learning aim

	
Column O
	This records the expected evidence we will require to demonstrate that the individual experienced the anticipated benefit

	
	The evidence of individual benefit will be requested one month after the training has finished


2. Examples
Column D – Individual Benefit examples:
	Benefit
	Example of individual benefit description

	New Skill
	Learning how to create project planning is a new skill for the individual

	Updated Skill
	The individual will update their management skills with latest tools like Power BI

	New Qualification
	The individual does not have an ISO qualification and this will help them to increase productivity and bonuses

	New Role/Job
	We will be promoting this individual to team leader whist they are undertaking the learning

	Pay Progression
	If the delegate successfully completes the training there will be a salary increase within 2 months

	Role Advancement
	This individual will take on the responsibility for implementing Lean practices on the shop floor

	None
	n/a




Column F onwards – Evidence of Achievement examples
To secure public funding the learning aims should be both completed and achieved by employees. Good training provision incorporates some form of assessment that the learners have acquired the skills and knowledge targeted by the programme. At the point of submitting a claim your company will be required to submit verification that the learners have successfully achieved their training goals.
Evidence that employees have achieved the learning goals can be in the form of:
	Example of Evidence of Achievemen

	A recognised qualification e.g. ILM certificate

	An industry recognised qualification e.g. Lean Practitioner certificates

	An in-house certificate produced by the Training Provider which records success following a structured assessment/test

	Written confirmation from the Training Provider that the employee met learning aims and an explanation of how they determined that



3. Need Support?
If you require help completing your application, please contact the Skills Advisors below via the contact form on the Skills Bank website.
· James Mullen – james.mullen@southyorkshire-ca.gov.uk
· Pete Hardwick – pete.hardwick@southyorkshire-ca.gov.uk
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