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Process Evaluation

Training Development

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 DEVELOPMENT

As you develop materials, content experts should be on-hand to conduct reviews and offer suggestions. Once the course is complete, a beta or pilot test is an excellent way to identify problem areas and holes in the curriculum. Like the evaluation of the training design, using content experts, possible trainers, and members of the target population is recommended.

In order to evaluate your progress, check the boxes for the items you have addressed. Use the “Answers and Notes” column for answers and ideas about next steps. 

	(
Yes
	(  

Needs more work
	Questions and considerations
	Notes & Follow up

	
	
	Did you have adequate input from content experts?


	

	
	
	Did you conduct a review and/or pilot training with a good representation of stakeholders?


	

	
	
	Do you have enough/too much time allotted for each portion of the training?


	

	
	
	What content areas need more examples, statistics, case studies, etc.?


	

	
	
	Is there a blend of participant and instructor talk? 


	


	
	
	Is there adequate time given to class discussion, teacher explanation/lecture, question-answer periods, group activity, and individual exercises?


	

	
	
	What should the trainers work on regarding classroom presence, style, and overall teaching effectiveness? 


	

	
	
	Does the course actually meet the stated learning objectives? Do the learning objectives need to be modified?


	

	
	
	Have you built in adequate evaluation to assess the curriculum, the process, and participant learning and application?


	


* Developed using information from: Levels of evaluation based on Kirkpatrick, D., 1994, Evaluating Training Programs: The Four Levels, San Francisco: Berrett-Koehler.
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