



LINKEDIN LEARNING AGENCY TEMPLATES
Message from HR and Training teams to send pilot participants
Date: 		Week of April 27
To: 		Supervisors/Managers of LinkedIn Learning Participants
From: 		Agency HR and Training teams
Subject: 	Engage your employee with LinkedIn Learning 

Two weeks ago, we launched a pilot of LinkedIn Learning, and one or more of your employees is a participant. As their supervisor or manager, you play a key role in coaching, developing, and engaging your employees in their career. Now, more than ever, the on-demand streaming services from LinkedIn Learning is a valuable tool that can help keep employees focused on their development.   

Your employee has access to LinkedIn Learning for the next year. During this time, please continue to discuss and leverage the program with them. To support you, we’ll share conversation starters, resources, and tips every couple of months.

Here are a few actions you can take to initiate the development conversation and goal setting. 

· [bookmark: _Hlk37404687]Ask if they checked it out. LinkedIn Learning sent an activation email to participants on April 15. Check if they had a chance to activate their account. Ask about initial thoughts and if any courses stood out. If they haven’t seen the invitation email from LinkedIn Learning, ask them to check their spam folder. Contact LinkedIn Learning Technical Support Group if there are technical issues

· Help them get started. To help employees get the most from LinkedIn Learning, we’ve created a few course requirements. All employees must watch a course that shares tips on how to use LinkedIn Learning, and they can choose from one of nine courses on workplace inclusion. Find more tips and resources to share with your employees, including recommended courses and FAQs, by visiting the Enterprise Talent Development LinkedIn Learning page.

· Create a development plan. Development conversations don’t need to be put on hold during social distancing. Use Skype or Teams to host a virtual coffee conversation on development. Use the Individual Development Plan to guide the conversation and identify goals. From there, invite your employees to browse and select courses that support the goals independently. Who should be responsible for creating the plan?
 
· Recommend courses on telework. LinkedIn Learning offers several courses that can help employees transition and fine-tune their teleworking experience. Check out a few recommended courses.

· Continue the conversation. Development is an ongoing conversation. Agree on a cadence to discuss development goals and courses; ask your employees about interesting courses they’ve completed, moments they’ve had to practice new skills, or opportunities where they can share their skills with others. 

Please let us know if you have any questions. Thank you for all you do to support the ongoing development of your employees and leveraging the LinkedIn Learning program. 
Message from leaders to send pilot participants
Date: 	May 4
To: 	LinkedIn Learning users 
From: 	Agency leader
Subject: Take charge of your career with LinkedIn Learning	

We want to see you grow your career at [insert agency], that’s why you’ve been selected for our LinkedIn Learning pilot. Over the next year, you’ll be able to learn from industry-leading experts to help you advance your skills and pursue your development goals. 

[bookmark: _Hlk37404637]LinkedIn Learning offers more than 5,000 on-demand courses. I encourage you to take an active role in your learning by selecting courses that will foster your professional growth and finding ways to apply your learnings. If you haven’t already, activate your account from an invitation email LinkedIn Learning sent on April 15. 

[Agency name] is committed to creating a culture of learning and ongoing development for our employees. We’re here to support you in your LinkedIn Learning experience. Your manager will meet with you to discuss  a development plan . [Our agency training coordinators have created recommended course paths you can follow to help build some of the skills our agency values, including link to any paths your agency recommends.] 
LinkedIn Learning puts the power of your development in your hands. We hope this tool enables you to take charge of your career and support you in achieving your goals. I look forward to your feedback on the program!
Best,
Agency leader
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