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KES Objectives
· Share knowledge to move good ideas from one person to another
· Increase team function and technical knowledge
· Improve specific skills and abilities to effectively perform daily functions
· Enhance knowledge to prepare employees for higher level of responsibilities
· Increase job satisfaction, competitive advantage, productivity and efficiency
· Leverage existing knowledge to create new knowledge/ideas
· Provides clear direction on “who” on your team has the expertise.  Promoting the sharing of this expertise will establish additional resources with the knowledge
· Creates a repository of knowledge for future reference, especially if sessions are recorded.  An organizational asset
· Contribute to accomplishing Strategic Plan Goal [enter goal] 

KES Calendar
KES Calendar - Sessions are usually scheduled every month, identified topics and details of planned sessions are available in the calendar..
	MONTH 2014
	KES TOPIC
	PRESENTER(S)
	STATUS


Next scheduled session:
Date: [enter date]
Topic: [enter topic]




Types of Sessions
KES topics are categorized into the following types of sessions:
	Category
	Description

	Best Coding Practices
	· Improve Quality
· Reduce re-work
· Learn and apply guidelines

	Capabilities/Functions
	· Functional/Technical concepts

	Application Enhancements
	· Explore what’s new and upcoming in [xxx] application/system

	Organizational Teams
	· Understand other teams' roles and responsibilities
· Recognize your role/interactions with the team
· Know available resources/tools

	Business Process
	· Understand business processes and how they impact your work
· Become informed of new business processes



Completed Sessions
All the sessions are recorded for future reference. Cisco Web Ex Recorder is being used to capture the voice of the presenter along with the video of the presentation. To access the past session recordings, go here.
Cisco WebEx Player is needed to open the recorded session. Follow these instructions to install the player.

Team Members
	Name
	Role
	Contact Info

	Name
	KES Manager
	Phone

	Name
	KES Lead
	Phone

	Name
	KES Coordinator
	Phone


Please contact any of the KES team members if you have any suggestions for future topics and/or to provide your feedback.


Tools and Templates
Sample Email to Scheduled Presenter Prior to KM Session Invite:
From: KES Coordinator 		To: KM Presenter Point of Contact 		Subject: KES Subject 

Hi Presenter,
 
This email is regarding your upcoming KES which is planned for [date]. I need the information below so I can send out the KES invite.
 
Date & Time: [enter scheduled date and time]
Presenters: ??
Brief Agenda:??
 
This information will be included in the Pre-Session Evaluation Form which will be part of the invite. A sample is attached for your reference.  We can have a quick meeting to go over the logistics and can use this time to answer any questions you may have. Please let me know if you have any questions in the meantime.

Thank you
KES Coordinator

Sample Email Invite to KM Participants Prior to KM Session (Pre Survey Form):
From: KES Coordinator 		To: KM Participants 				Subject: KES Subject 
When: Date/Time			Where: Location

Hi everyone, 
Please join us at our next Knowledge Exchange Session (KES) to learn about the efforts and skills needed for building our skills in [enter topic]. 
In the attached pre-session evaluation session form, refer to the agenda section for details on what the presenters are covering and use the next section to provide your suggestions/comments on what other items you would be interested in learning on this topic.  Please send the attached form with your comments back to KES team by [enter date].
You can reach us at “KES Team” with your questions/comments on KES.  We are looking forward to your active participation.
Thank You,
KES Coordinator

Sample Email to KM Presenter Follow the KM Session (Post Survey Form):
From: KES Coordinator 		To: KM Participants 				Subject: KES Subject 

Thank You [enter names of presenters] for sharing your knowledge and experiences with the [enter topic]. Thank You to all KES participants for attending, we hope it was helpful!

The presentation deck and recording are now available on the Wiki KES page – [enter link] under Completed Sessions.
The Post session feedback form is attached; please take a minute to provide your feedback.
Thank You.
KES Coordinator
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   Pre-Session Evaluation

	Course Title
	Course Date(s)
	# of Days

	
	
	

	Trainer(s) or Presenter(s)

	

	Agenda
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	What other topics would you like to be covered?

	



	
	
	
	
	

	Feedback Provider Name(Optional)

	


	Please send your pre-session comments and any general KES questions/comments by emailing to KES team at KES Team@.ca.gov




Thank you for your feedback.  This is important to us so we can maximize our training opportunities for our employees.
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   Post-Session Evaluation

	Course Title
	Course Date(s)
	# of Days

	
	
	

	Feedback Provider Name(Optional)

	

	Using the provided scale, indicate the extent to which you agree with each of the following statements.  Please provide any additional comments on the lines provided.
	Strongly Agree
	Agree
	Neutral
	Disagree
	Strongly Disagree

	The course components & objectives were clear.
	
	
	
	
	

	The scope and depth of the content was appropriate to meet my needs.
	
	
	
	
	

	The presenter conveyed the information in a clear manner.
	
	
	
	
	

	The training materials, including handouts, audio or visual presentations, etc., assisted and/ or increased my learning.
	
	
	
	
	

	I will be able to apply the knowledge and skills in my current job.
	
	
	
	
	

	This training was a worthwhile investment in my career development.
	
	
	
	
	

	What do you see as the primary strengths of this course?

	

	What do you see as the primary weaknesses of this course?

	

	Do you have any additional comments?

	


	Please send your post-session comments and any general KES questions/comments by emailing to KES team at KES Team@.ca.gov


Thank you for your feedback.  This is important to us so we can maximize our training opportunities for 

Thank you for your feedback.  This is important to us so we can maximize our training opportunities for our employees.
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