A PRACTICAL FIELD GUIDE FOR HR AND L&D;

Al Training
Implementation Checklist

A practical guide to planning, delivering and reinforcing Al training that employees can
actually use at work.

PLAN PRACTISE REINFORCE
Identify real work needs Use realistic work tasks Turn learning into habits

Al training is not successful simply because employees attended a workshop. It
becomes valuable when people can recognise a useful opportunity, choose an
appropriate tool, work safely, evaluate the output and apply what they learned to real
tasks.

Created by Navin Budhwani
Corporate Trainer | Al Productivity Workshops | CorporateTrainerindia.com

Use this checklist before, during and after an Al training initiative. Adapt it to your organisation's policies, technology environment and
employee needs.
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Start with the work, not the tool

Imagine an HR team that attends an engaging Al workshop. Employees see impressive demonstrations, try a few
prompts and leave excited. Two weeks later, most are back to their old routines. They are unsure which tasks are
suitable for Al, what information they can safely enter, or how to judge whether an answer is reliable.

The problem may not be employee motivation. The training may have shown what Al can do without helping people
decide when, why and how to use it in their own work.

A stronger implementation starts with real tasks, clear guardrails, hands-on practice and a plan for follow-through.
The aim is not to make everyone an Al expert. It is to help employees make better decisions about where Al can
assist, where human judgement is essential and when to stop and verify.

The implementation principle
Choose a small number of meaningful work tasks first. Train people to complete those tasks safely and well.
Then measure whether the new approach improves the work.

How to use this checklist
* Before training: identify business needs, employee tasks, approved tools and success measures.
« During training: practise realistic tasks, explain risks and make participants evaluate Al output.

« After training: provide job aids, manager support, follow-up practice and a simple review of results.

A quick readiness check

m We can explain why this training is needed in business terms.

m We know which employee groups and work tasks the training should serve.
m We have identified approved tools and relevant data-handling rules.

m We will assess practical application, not attendance alone.
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1. Plan the training around real work

Use this section with HR, L&D;, business leaders, IT and information security before choosing the training format.

A. Define the business need
m Name the business problem or opportunity the training should address.

m |dentify the tasks that consume time, create bottlenecks or require repeated drafting, summarising, analysis or
communication.

m Separate tasks suitable for Al assistance from tasks requiring specialist judgement or restricted information.

m Agree on two or three realistic outcomes, such as clearer first drafts, faster document summaries or better-structured
meeting preparation.

m Record a simple baseline where possible, such as current time taken, common rework or quality issues.

B. Understand the audience

m Group participants by role, work context and current confidence with Al.
m Collect examples of recurring tasks from participants before the session.
m |dentify accessibility, language, device or technology constraints.

m Decide whether one common session is suitable or whether departments need tailored examples.

C. Confirm tools and guardrails
m Confirm which Al tools employees are permitted to use.

m Explain what information must not be entered, including confidential, personal or commercially sensitive data, according
to organisational policy.

m Clarify how outputs must be checked before they are shared, relied upon or used in decisions.
m Define when human review, subject-matter expertise or formal approval is required.

m Tell participants where to ask questions or report a concern.

A practical question for the planning meeting

Which three tasks would make the biggest difference to this team if employees could complete them more
effectively with Al, while following our policies?
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2. Design practice that transfers to the job

An engaging demonstration can spark interest. Practice helps employees learn what to do when the task is less tidy
than the example on a slide.

A. Build around realistic use cases

m Use examples that resemble actual work, while replacing sensitive details with safe sample data.

m Demonstrate the complete workflow: provide context, ask for an output, evaluate it, refine it and verify important claims.

m Show examples where the Al response is incomplete, incorrect, overconfident or unsuitable.

Explain that a polished answer is not proof that the answer is accurate.

m Give participants time to complete at least one relevant task themselves.

B. Teach a repeatable workflow
1. Define State the task, audience, context and desired outcome. Is the task suitable for Al?

2. Prompt Provide clear instructions, relevant context and output Have sensitive details been removed?
requirements.

3. Evaluate Check facts, logic, tone, omissions and assumptions. What needs verification or correction?

4. Refine Ask for revisions or adjust the output using human Does it meet the real need?
judgement.

5. Apply Use the output appropriately and retain human Is review or approval required?

accountability.

C. Make the session practical

m Give participants a task to complete, not just a prompt to copy.

m Ask them to explain why they accepted, edited or rejected the Al output.
m Include a short activity on privacy, bias, errors and responsible use.

m End with one task each participant will try in their own work.
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3. Turn learning into workplace behaviour

The workshop is the beginning of implementation, not the finish line. Employees need permission to practise,
guidance when they get stuck and a way to share what works.

A. Prepare the follow-through
m Share a concise job aid with approved tools, safe-use reminders and examples.
m Ask each participant to select one suitable task to practise within the next week.

m Give managers a short briefing on the expected behaviours and the boundaries of use.

Provide a channel for employees to share useful examples and ask questions.
m Schedule a follow-up check-in, ideally within two to four weeks.

m Review any barriers such as access, unclear policy, lack of time or unsuitable workflows.

B. Measure application, not just attendance

MEASURE WHAT TO ASK EVIDENCE

Confidence Can employees explain when and how to use Al Short pre/post self-assessment
appropriately?

Application Have employees tried the selected task at work? Follow-up checklist or manager discussion

Quality Is the output useful, accurate and fit for purpose after Work sample reviewed under company policy
review?

Efficiency Has the task become faster or required less rework? Comparable before/after examples

Responsible use Are employees following the organisation's rules? Scenario checks and established reporting

processes

Keep measurement proportionate

Do not promise a productivity gain before you have measured it. Start with a small pilot, compare like-for-like
tasks where possible, and interpret results alongside quality, risk and employee experience.
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4. Your 30-day implementation plan

Use this lightweight plan to move from a workshop to sustained application. Adjust the timing to your organisation's
needs.

WHEN ACTION OWNER DONE

Before training Select priority tasks, audience, approved tools, guardrails HR/L&D; with business and IT input
and success measures.

Training day Practise real work scenarios, evaluate outputs and agree on  Trainer and participants ]
one next action.

Week 1 Participants try one suitable task and record what helped or Participants and managers [ ]
blocked them.

Weeks 2 to 3 Share questions, examples and corrections. Reinforce L&D; and team leads ]
safe-use expectations.

By day 30 Review adoption, output quality, barriers and early evidence HR/L&D; and business sponsor ]
of improvement.

Final readiness questions

m Can we name the work tasks this training is meant to improve?
m Do employees know which tools and information are permitted?
m Have participants practised evaluating and correcting Al output?
m Does each participant know what to try next?

m Have we scheduled a follow-up and chosen a sensible way to review progress?

The goal is not to use Al everywhere. The goal is to recognise where it can help, use it
responsibly, and keep people accountable for the work that matters.

About the author

Navin Budhwani is a corporate trainer and Al productivity workshop facilitator. He designs practical learning
experiences that help teams explore Al tools, apply them to everyday work and build responsible usage habits.

Explore corporate Al training: https://corporatetrainerindia.com/ai-training-employees-india/

This checklist is a planning aid, not legal, cybersecurity or compliance advice. Organisations should follow their own policies and
consult the relevant specialists when needed.
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