
Training staff to use new technology doesn’t have to be complicated or stressful, even 
if there’s a public healthcare crisis and a skyrocketing demand for telehealth. Effective 
training involves advanced planning and understanding your unique workflows. 

This checklist helps you train your staff on how to use telehealth communication 
platforms. We’ve broken the checklist into stages, so you can see a timeline of when 
to do what. 

TELEHEALTH COMMUNICATION  
STAFF TRAINING CHECKLIST

PRE-IMPLEMENTATION

PRE-TRAINING 

☐  Gather a leadership team of employees who will see the 
organization through the implementation process. This 
team will either be responsible for carrying out the training 
or choosing a third party to train employees. Employees on 
the leadership team should have a clear understanding of 
the workflows you use to maximize training effectiveness.  

☐  Communicate a clear timeline of when the platform will be 
rolled out and when training will take place.

☐  Determine how employees learn. There are four learning 
modalities, and some employees are “mixed learners.”   

☐  Create a learning plan. A learning plan is the basis for the 
training—it sets out what employees need to learn to use 
your healthcare communications platform. Start off with 
basic, foundational knowledge, then move toward more 
advanced concepts at the end of the plan.

https://www.ringcentral.com/
https://www.ama-assn.org/system/files/2020-04/ama-telehealth-implementation-playbook.pdf
https://web.cortland.edu/andersmd/learning/modalities.htm
https://web.cortland.edu/andersmd/learning/modalities.htm
https://www.forbes.com/sites/mikekappel/2018/02/07/5-tips-for-successful-small-business-employee-training/#d1f6db25cc99


TO SCHEDULE A FREE DEMO, CALL US AT (877) 332-6759.

Offering telehealth services increases the opportunities you have to provide a great  
patient experience if your staff is well-trained with telehealth technology.

RingCentral can help you deliver the ideal patient experience. See how cloud  

communications are transforming healthcare. Get the demo. 

®

TRAINING 

POST-TRAINING 

☐  Schedule training to take place when employees are well-
rested, well-fed, and alert. They learn better in this state.   

☐  Hold the training in a quiet place where there are no 
distractions. 

☐  Provide hands-on learning opportunities so employees 
will have experience with the telehealth communications 
platform and feel more comfortable using it.

☐  Evaluate training to determine its effectiveness. Evaluation 
could come in the form of a test after the training, or it could 
be monitoring an employee as they use the telehealth 
communications platform.

https://www.ringcentral.com/office/industry-solutions/healthcare-communications-cloud-phone-systems.html#SFForm?__mscta=2471_84429_7398
https://www.ringcentral.com/office/industry-solutions/healthcare-communications-cloud-phone-systems.html#SFForm?__mscta=2471_84429_7398
https://www.ringcentral.com/office/industry-solutions/healthcare-communications-cloud-phone-systems.html#SFForm?__mscta=2471_84429_7398
https://www.entrepreneur.com/article/253023

