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Guidelines for Discipline-specific Trainings and Talent Management 
Documentation 
 

Occasionally within disciplines there will be a need for a discipline-specific training for faculty 
who teach in that discipline.  For example, there may be a new course curriculum that PT and 
FT faculty need an orientation to, there might be a need for a publisher rep to share new 
software, there might be new lab equipment that faculty need to be trained how to use, or a 
faculty member might be presenting a teaching method to colleagues after a school meeting.   

Faculty Focus Day in August is a great time to offer these discipline specific training sessions. 
However, if a session is conducted at some other time, it must be documented in Talent 
Management (FFD sessions are documented through another process.) This documentation is 
valuable for several reasons, including CNM’s accreditation and the individual faculty member’s 
annual professional development record. 

Process and Guidelines 
To add a training to Talent Management, follow these steps: 

1. Access the Employee Learning Hub in SharePoint 
2. Locate and click on “Need help with a Training Request? Start here” 
3. You can complete this form for an upcoming training in which you want people to 

preregister. 
4. You can also complete the form for a training that has already occurred. 

For assistance with the form, contact either the Cooperative for Teaching and Learning at 
ctl@cnm.edu or Employee Training staff at employeetraining@cnm.edu.  

If you have any questions about planning discipline-specific training sessions or any other 
professional development needs, please contact ctl@cnm.edu. 

To submit a discipline-specific training for Faculty Focus Day, look for the FFD Call for Proposals 
in News Link in March and April, or email ctl@cnm.edu.  
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