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Process Evaluation

Training Design:

Competencies Checklist *

Process Evaluation (or Formative Evaluation) ( occurs while the training is being designed, developed, and delivered. It allows trainers to determine what needs to change in their training plans and delivery so that a training session or program will be most effective for participants. 
TRAINING DESIGN 

The journey of creating training is made up of many important pieces(coordination, ideas, steps, people, and resources. The design phase is when all these pieces come together. When finished, you will have a blueprint of what the training will look like. You’ll get a glimpse of the bigger picture: your audience; their identified needs; curriculum learning objectives, outline, and instructional methods; trainers and other resources; etc.

Content experts should review the training design before the curriculum developers begin development. They should be a part of the ongoing development process. Content experts can be content professionals, clinicians, former trainers of the content, and/or members of the targeted student population. 

Once you complete your training design, stand back and assess your hard work and progress so far.

	(
Yes
	(
Needs more work
	Training-Model Considerations

Have training designers:


	Notes & Follow-up

	
	
	· clearly identified participants’ knowledge and skills gaps?
	

	
	
	· prepared the course or session by using a sequential planning model?
	

	
	
	· examined learning tasks for sequence: easy to more difficult, simple to complex?
	

	
	
	· honored the fact that adult learners are subjects of their own lives, in the training design?
	


	
	
	· clearly defined content(skills, knowledge, and attitudes(that satisfies the learning objectives of the intended audience? 
	

	
	
	· designed achievement-based objectives that can be readily evaluated
	

	
	
	· created a training comprehensive enough without being overwhelming?
	

	
	
	· created a time frame that allows the accomplishment of learning tasks? 
	

	
	
	· clearly identified participants’ knowledge and skills gaps?
	

	
	
	· prepared the course or session by using a sequential planning model?
	

	
	
	· examined each learning task for its cognitive, psychomotor, and affective potential and appropriate for the intended audience?
	

	
	
	· planned a wide variety of teaching and learning techniques?
	

	
	
	· Arranged for trainers with the background and instructional skills to present an effective learning experience?
	

	
	
	· Identified good resources and materials?
	

	
	
	Structure

Have training designers:
	

	
	
	· made sure the size of the group will promote optimal learning?
	

	
	
	· selected a site that lends itself to small-group work?
	

	
	
	· designed a warm-up exercise related to the topic and appropriate for the group?
	

	
	
	· created ways to teach the content through small group activities?
	

	
	
	· designed a time frame that allows for the accomplishment of all learning tasks?
	

	
	
	· planned for participants’ safety?
	

	
	
	· set up processes and structures( small groups, breaks, gallery walk chart reviews(to assure inclusion?
	

	
	
	· built in brainstorming or associative processes that discourage judging or editing?
	

	
	
	· planned quiet, reflective time for participants to think about what they are learning and how they might apply new knowledge and skills?
	

	
	
	· created closure tasks that include evaluation and end the training on a positive, hopeful tone?
	

	
	
	Communication

Have training designers:
	

	
	
	· been in dialogue with adult students prior to the course?
	

	
	
	· built in open questions to stimulate dialogue throughout the training?
	

	
	
	· instructed trainers to avoid monologues by designing for dialogue?
	

	
	
	· designed for optimal engagement of all, using small group work, learning tasks, affirming responses, echoing?
	

	
	
	· created an opportunity for small groups to examine their own group and task maintenance together?
	


Developed using information from: Levels of evaluation based on Kirkpatrick, D., 1994, Evaluating Training Programs: The Four Levels, San Francisco: Berrett-Koehler and  Vella, Jane. Learning to Listen, Learning to Teach: The Power of Dialogue in Educating Adults. (2nd edition)  San Francisco, CA: Jossey-Bass.
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