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Adjust the dates to your size, but keep the shape: preplanning front-loaded, the launch backed by leadership, follow-up relentless. Day 0 = launch day.
Days −14 to −8  ·  Preplanning
1. Build the complete roster (everyone who could touch PHI)
1. Segment by work pattern (shifts, part-time, field, remote)
1. Lock in affordable per-everyone pricing so no one is rationed
1. Choose your completion-tracking method and assign one owner
Days −7 to −1  ·  Executive alignment
1. Brief leadership; secure their commitment to go first
1. Draft the announcement in the executive’s voice
1. Schedule any live beginner sessions for new hires
Day 0  ·  Launch
1. Executive announcement goes out: link, deadline, clear “why”
1. New hires and edge roles routed to their specific tracks
Days 1–3
1. Leadership and managers complete training and visibly model it
Days 4–7
1. First reminder with running completion stats
1. Live beginner session held for new-to-healthcare staff
Days 8–14
1. Escalating reminders; managers looped in for their teams
1. Protected time offered for genuine scheduling conflicts
Days 15–21
1. Direct manager follow-up for the final stragglers
1. Couriers and field staff confirmed complete
Days 22–30
1. Verify 100%; capture and file every completion record
1. Recognize milestones; set the date for next year’s training
