
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  INTRODUCTION 

In the previous topic, we have discussed the first two phases involved in the 
training process, namely, the needs analysis and design phases. In the needs 
analysis phase, we have seen the three analysis stages to identify the training 
needs of the organisation, the job as well as the individual. The various ways and 
sources of information that can be used for every stage of the analysis have also 
been discussed. The outcome of the needs analysis phase is used for defining the 
training objectives, which is the first step in the design stage. A good training 
objective will form the basis for carrying out activities in the training process that 
follows. When a programme has been designed, it can then be implemented. 
 
The implementation phase will be discussed in this third topic. In the 
implementation phase, students will be exposed to various training methods and 
techniques that can be used when carrying out training programmes. Discussions 
will continue with the last phase of a training process which is the evaluation 
phase. Then, students will be exposed to a few evaluation models which can be 

LEARNING OUTCOMES 
By the end of this topic, you should be able to:

1. Identify two categories of training; 

2. Describe common training techniques; 

3. Explain the purposes of evaluating a training programme; 

4. Review training programme evaluation models; 

5. Analyse the four stages of KirkpatrickÊs model; and 

6. Design a training programme evaluation form for certain purposes.  
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used to evaluate the effectiveness of the programme that has been developed and 
implemented. 

 
IMPLEMENTATION PHASE

 
In Topic 1, we looked at the training process that can be divided into four phases 
as shown in Figure 3.1. Since every phase is inter-related, close attention should 
be given to the first step right up to the last step in the process. Every phase must 
be evaluated in order to identify any existing weaknesses or errors. Having 
discussed the first and second phases in the previous topics, let us continue our 
discussion with the third phase, which is implementation. 
 

 

Figure 3.1: Learning process 

 
The programme implementation stage involves the delivery of the programme 
that has been designed to the participants. The programme will usually begin 
with ice-breaking activities. Participants are given time to get to know each other 
to facilitate the learning process. This activity is also carried out to lessen the 
stress on the part of the participants, especially for those who are nominated by 
their departments or organisations. Participants attend the training with a variety 
of feelings and expectations. Some are not happy and some are not bothered 
while others are not interested to learn. Therefore, this ice-breaking activity is one 
of the early strategies to attract the interest of the participants and motivate them 
to attend the programme with full concentration. 
 

3.1 
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The ice-breaking activities used must suit the situation, place and the level of the 
participants in the organisation. Usually, for non-management employees, 
activities which are fun and need a lot of movement are used, for example, 
blowing balloons, getting signatures of other participants, treasure hunts, portrait 
drawings and others. For the management level, the activities used are more 
relevant to the programme and their jobs, like creativity testing, planning, 
crossword puzzles and many more. 
 
After the ice-breaking activities, the introduction to the programme is carried 
out. This is necessary so that the participants will get the whole picture of what 
they will be learning throughout the programme. Participants are usually asked 
to list their expectations and goals. This would help trainers or facilitators to 
improve the programme if necessary, or understand the participantsÊ 
perspectives on that particular programme. We will have a look at a few training 
methods and techniques that are usually used in training. 
 
Before we move to the following topic, let us look back at the steps in the 
programme implementation phase in Figure 3.2. 
 

 

Figure 3.2: Steps in the programme implementation phase 
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3.1.1 Training Methods 

Evaluation and the use of certain training methods and techniques are usually 
influenced by the objectives of the programme. As discussed in the design phase, 
training objectives can be divided into three learning categories i.e: 

(a) Knowledge; 

(b) Skills; and 

(c) Attitude. 
 
If the focus of the training objective is to improve the participantsÊ knowledge of 
a certain matter, the technique which gives information like lectures is suitable. If 
the focus of the training objective is to equip them with skills to carry out a 
certain task or to change a participantÊs work attitude, other suitable training 
techniques can be used. Usually, the written objectives cover one or two, or all 
the three categories for one training programme. So, a number of training 
techniques must be used to implement the programme concerned. 
 
There are a number of training methods and techniques which can be used. 
However, to facilitate learning and understanding, these methods and techniques 
have been grouped and divided according to certain categories. As mentioned in 
the previous lesson, in general, training methods can be divided into two 
categories (DeSimone, Werner and Harris, 2002), which are: 

(a) On-the-job training which involves training carried out at the actual place 
of work; and 

(b) Off-the-job training which involves training outside the work premises, 
whether at another area of the organisation or outside the organisation. 

 

 
 
Refer to Figure 3.3 to get a general idea of both techniques. 
 

ACTIVITY 3.1 

Are the objectives important in deciding a training method? Why? 
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Figure 3.3: Training methods 

 
Let us have a look at the two methods in detail: 
 
(a) On-the-Job Training Method 

The on-the-job training method is the most favoured by many 
organisations. It facilitates transfer of training because the conditions and 
environment of the current job during and after training remain the same. 
The facilities used are also the same. Furthermore, participants will be 
given the opportunity to put into practice immediately whatever they have 
learnt. Supervisor and facilitator will help to improve the transfer of 
learning. 

 
This method can also reduce costs as it does not require any training 
facilities except what is available at the place of work. However, the 
weakness of this method is the difficulty of controlling interruptions in the 
working environment such as noise, ringing of telephones or other 
employees who go in and out or pass by the training venue. 
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On-the-job training can be carried out using a number of techniques like job 
rotation, instructional job training, guidance and counselling as well as the 
mentor technique. 
 
(i) The job rotation technique is designed to improve the skills related to 

a participantÊs present job. It requires the participants to work in one 
department under its supervisor for a certain period of time before 
moving to the other departments in the organisation. 

 
The main purpose of using this technique is to familiarise the 
employee with the activities of all the departments in the organisation 
and to understand the entire running of the organisation. Normally, 
the employees who undergo this kind of training are those in the 
lower level of management as preparation for climbing the 
management hierarchy. 

 
(ii) Job instruction training, on the other hand, is the ongoing learning 

procedure used by the trainer to train participants to carry out the jobs 
and responsibilities entrusted to them. This job instruction training 
explains in detail the things that need to be studied and done by the 
participant throughout the training period. It is usually divided into 
four main steps, beginning with: 

  Preparing participants so that they understand and know what 
the expectations of the organisation for them are. 

  Introducing the job carefully so that they will be able to carry out 
the particular job. 

  An employee needs a lot of practice in order to become proficient. 
Feedback regarding the employeeÊs performance must be given all 
the time so that they  will know the level of their performance. 
This will give them an opportunity to overcome any weaknesses 
that they might have. 

  Lastly, we should monitor the progress of the participantsÊ work 
performance regularly until they are able to manage on their own. 

 
(iii) Guidance and counselling is the training technique used in a face-to-

face situation with the participants involved. The main purpose of this 
technique is to improve work performance to achieve the level that 
has been set. Through effective guidance, problems related to the job 
performance of the participants can be solved. On the other hand, the 
management can try to overcome the problems of a more personal 
nature which can influence the job performance of an employee, 
through counselling. 
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(iv) The mentor technique involves pairing a senior employee with a 
junior or new employee to provide the latter with advice and support 
and help him learn about his duties until he becomes competent and 
can be given heavier responsibilities. Usually, a new employee will 
observe senior employees do their jobs. After that, the junior 
employee will be given the chance to do the same job while being 
supervised by a senior employee. At the same time, any weaknesses 
or errors will be corrected, making it easier for the new employee to 
understand what should be done and the level of performance 
required. 

 

(b) Off-the-Job Training Method 
Off-the-job training is usually done in a training room or meeting room on 
the organisationÊs premises. Therefore, it is not surprising that this method 
is often known as the classroom training method. For organisations that do 
not have suitable rooms for  training, locations outside the organisation like 
seminar rooms in hotels or training rooms of other organisations may be 
used. 

 

The main weakness of this method is the training environment, which is 
different from their actual workplace, can prevent transfer of training from 
taking place. Furthermore, the costs that need to be borne by the 
organisation will be more. However, the advantage of this method is that it 
allows us to use a number of training techniques. We can also control the 
surroundings  making it more comfortable and free from disturbances. 
Furthermore, it will give more participants the opportunity to take part in 
the programme. 

 

The off-the-job training method can be carried out by using various 
techniques like lectures, discussions, audio-visual aids, learning experience 
and computer-based training. 

 

(i) The lecture technique involves the delivery of information on a certain 
subject by experts in that particular field to a number of participants. 
It is the most effective technique for presenting certain facts to a big 
number of participants in a short time. The presentation will be more 
interesting and effective when training materials like charts, slides, 
notes and pictures are used. The weakness of this programme, 
however, is its one-way communication flow which does not give 
participants the opportunity to ask questions or to give their opinions. 

 

(ii) The discussion technique involves a two-way communication flow 
among the participants themselves, as well as with the trainer. It 
encourages active involvement among participants. However, the 
trainer must be someone who is smart and also an expert in handling  
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feedback and responses from the participants. The trainer should be 
good at choosing the topics of discussion appropriately to attract the 
interest of all the participants involved. Besides that, the trainer must 
be able to control the discussions. 

 
(iii) The audio-visual technique involves the use of training materials 

during the training. It can be divided into three categories, namely: 

  Static media which covers immovable training materials such as 
printed materials and slides; 

  Dynamic media which uses movable items like films, tape 
recorders, video tapes, diskettes as well as compact discs; and 

  Telecommunication that uses networks and satellites which enable 
the training programme to be carried out at a number of places 
simultaneously through telephone, video and Internet conferences. 

 
(iv) Besides the audio-visual aid technique, the learning experience 

technique, on the other hand, requires the participants to be actively 
involved while attending the training. For that purpose, a number of 
learning activities like case studies, games, simulation, role play and 
behaviour models can be used. Case studies, games and simulation 
can help participants to acquire analytical skills, solve problems and 
make decisions. Meanwhile, role play can help participants know 
themselves better and learn how to overcome their weaknesses. 
Behavioural models, on the other hand, can train the participants to be 
observant and put into practice the behaviour that they prefer at the 
workplace. 

 
(v) Computer-based training involves the use of computers as the main 

tool for teaching and learning. The advantage of this method is that it 
makes it easier for the participants to interact directly with the 
computer, as if it is the programmeÊs trainer or facilitator. Questions 
that have been programmed will be answered by the participants and 
the answers will be given by the computer immediately. Therefore, 
the learning outcome of the participants can be monitored 
continuously by the computer. Participants, too, can follow the 
training programmes at a suitable pace according to their own ability 
and at any time they want. However, it cannot fully replace the 
trainer as there is a possibility that some questions asked by the 
participants may not programmed into the computer and thus need 
the trainers to answer. 
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Noe (2002) divides the training methods into three categories based on the 
teaching activities i.e. the presentation methods, the hands-on methods and 
the group building methods. 
 
(i) The presentation methods refer to the teaching techniques which can 

be used to convey information to the participants without any 
involvement from them, like in the lecture and audio-visual methods. 

 
(ii) Meanwhile the hands-on methods refer to the training techniques that 

need the active involvement of the participants like in the simulation 
technique, case studies, role play, behaviour models and business 
games methods. 

 
(iii) The group building methods, on the other hand, involve the training 

techniques which can improve group or team work effectiveness like 
team building and motivational building. 

 
According to Junaidah Hashim (2001), the training method is viewed 
as a learning format that can be divided into five categories, namely: 

  Individual learning, where the techniques used involve only one 
participant as in apprenticeship, guidance, counselling, job 
instruction, self-instruction and computer-based training; 

  Learning in a small group where training techniques like classes, 
workshops, research projects and educational tours are used; 

  Training in a big group which involves training techniques like 
public lectures, conferences and exhibitions; 

  Distance learning which uses the distance format like audio 
conferencing, video conferencing, computer-based training as well 
as training through the broadcasting system; and 

  Community learning which involves the participation of the local 
community using resource centres and action groups techniques. 

 
Junaidah (2001) explains that the choice of training methods and techniques 
depends on a number of factors including the outcome and contents of the 
programme, background and experience of the participants, costs and the 
expertise of the trainer or facilitator. 

 
Meanwhile, DeSimone, Werner and Harris (2002) stress the importance of 
the programmeÊs objectives when choosing a suitable training method and 
technique. For example, if the objective of the training is to provide 
knowledge of a new product which will be introduced to the customers, the 
lecture method is suitable. If the objective of the training is not just to 
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convey information, but also to improve communication skills and 
customer service, a combination of a number of methods and techniques is 
more suitable. The lecture method is very suitable for conveying 
information, whereas the simulation method, behaviour model and role 
play is seen to be more suitable for training. 

 

 

 
EVALUATION PHASE 

The evaluation phase needs to be carried out to ensure the formation and 
implementation of the programme fits the main objective, which is to fulfil the 
training needs  identified in the earlier part of the training process. So, careful 
and systematic planning must be done. DeSimone, Werner and Harris (2002) 
propose that a few important steps be taken while carrying out the evaluation of 
training, namely: 

(a) Define the evaluation criteria based on the objective and focus of the 
evaluation; 

(b) Decide the design of the training; 

(c) Carry out evaluation; and 

(d) Analyse the information. 
 

The evaluation method that can be used can be divided into two, formal and 
informal. The formal method involves questionnaires as well as written, oral and 
practical assessments and assignments, whereas the informal method is through 
discussions, interviews, observation and feedback. The most common method, 
however, is the use of questionnaires. 

3.2.1 The Importance of Training Evaluation 

The training evaluation programme is carried out to see whether the investment 
made brings returns to the organisation or otherwise. Besides that, it is also 
carried out to improve the steps taken in the training process and to ensure that 
the training programme can be carried out well and smoothly in future. 
 

3.2 

ACTIVITY 3.2 

Try to remember any training programme that you have attended  
and list down the training techniques that were used by the trainer. 
Compare your list with your classmates and discuss it in the myLMS 
forum. 
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Next, through this evaluation, the organisation can know whether the 
participants have gained any knowledge, skills and abilities as stated in the 
training objectives or otherwise. 
 
Among the other objectives of carrying out a training evaluation programme are to: 

(a) Ascertain whether the training objectives have been achieved or not; 

(b) Identify the strengths and weaknesses of the training programme; 

(c) Evaluate whether the design and management of the programme has 
helped the learning and transfer of training or otherwise; 

(d) Identify which participants have benefited the most or the least from the 
training programme; 

(e) Identify suitable groups of employees to undergo the programme in future; 

(f) Gather information to help promotional and marketing activities of the 
programme; 

(g) Determine the monetary benefits and costs gained; and 

(h) Form a database to help the management make a decision concerning the 
training. 

3.2.2 A Training Evaluation Model 

There are a number of opinions and evaluation models that can be used. Table 
3.1 shows 11 examples of evaluation models that are commonly used 
(DeSimone et al., 2002 and Ibrahim Mamat, 1996). The choice of the evaluation 
model depends on a number of factors like time, resources, the importance as 
well as the objectives of the programme. Each programme will determine 
whether the evaluation can be done before, during/or after a training 
programme is carried out. 
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Table 3.1: Training Programme Evaluation Models 

Model Criteria Focus/Emphasis 

Kirkpatrick (1967) Reaction, behaviour, learning 

and outcome. 

Satisfaction and performance 

of participants and 

organisation. 

CIRO (Warr et al., 

1970) 

Context, input, responses and 

output. 

Achievement of training 

objectives. 

HamblinÊs 

Approach (1974) 

Reaction, learning job behaviour, 

effects and values. 

Satisfaction and achievement 

of participants and 

organisation. 

Approach System 

Bell (Jackson and 

Kulp, 1979) 

Reaction, skills, usage and 

values. 

Benefits gained. 

 

CIPP (Galvin, 1983) Context, input, process and 

product. 

Improvement. 

Brinkerhoff (1987) Defining objectives, design of 

programme implementation, 

outcomes and values or effects. 

Achievement of systematic 

objectives. 

 

Approach System 

(Bushnell, 1990) 

Input, process, output and 

outcome. 

Training process and   

achievement. 

Kreiger, Ford and 

Salas (1993) 

Cognitive outcome, skills and 

affective. 

Learning outcomes. 

Kaufman and Keller 

(1994) 

Reaction, gains, output, 

applications and outcomes. 

Satisfaction and 

organisational and 

communityÊs outcome. 

Holton (1996) Influences, motivational 

elements, surroundings, 

outcomes and ability elements. 

Effects of internal and external 

factors. 

Phillips (1996) Reaction and action plans, 

learning, application of learning, 

outcomes and investment 

returns. 

Action plans and outcomes. 

 

 

Source: DeSimone et al. (2002); Ibrahim Mamat (1996) 

 
The evaluation model commonly used and one which has the most influence is 
the KirkpatrickÊs evaluation model. It is one of the earlier models proposed to 
evaluate the effectiveness of a training programme. This model proposes four 
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stages where evaluation of a training programme can be done. They are the 
reaction, learning, behaviour and outcomes stages. 
 
Let us have a look at the points that are evaluated at every stage and how it can 
be carried out. 

 
(a) Reaction 

The reaction stage is evaluated in order to get the participantsÊ feedback 
and views of the programme. Among the information evaluated is their 
perception on the contents of the programme, the performance of the 
trainer, surroundings and also how the programme is managed. This stage 
is easy to evaluate and is very often used. However, it can only measure the 
participantsÊ satisfaction towards the particular programme. Anyhow, 
many believe that if a participant likes the programme, he will give more 
attention during training. 

 
The instruments commonly used at this stage are questionnaires. Table 3.2 
shows an example of a questionnaire and the questions that can be included 
in the assessment forms at this stage. 

 
Table 3.2: Sample Questions for Measuring ParticipantsÊ Response 

Circle the choice which fits you according to the scale below: 

1  =  strongly agree  

2  =  agree 

3  =  disagree 

4  =  strongly disagree  

1 This programme is beneficial to me. 1     2     3     4 

2 The reading materials given are very useful. 1     2     3     4 

3 The contents of this course are very interesting. 1     2     3     4 

4 The time of the training is very suitable. 1     2     3     4 

5 The choice of place is very suitable. 1     2     3     4 

6 The trainer is very well-prepared for this course. 1     2     3     4 

7 The trainer was able to make me interested to 

follow the programme till the end. 

1     2     3     4 

8 The trainer was able to deliver the contents very 

well. 

1     2     3     4 

9 I am very satisfied with this course. 1     2     3     4 
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(b) Learning 
This stage is evaluated to measure how much the participants have learned 
from the training programme. It is easier to measure the training objectives 
at this stage because we can evaluate whether the level of the participantsÊ 
knowledge, skills, attitude and abilities have improved after attending the 
programme. The method commonly used is through written and practical 
assessments. Written assessments are more appropriately used to measure 
the level of knowledge, whereas practical assessments are more appropriate 
for measuring the participantsÊ skills. Figure 3.4 shows a few sample 
questions for measuring the participantsÊ level of learning. 

 

1. State the four main phases in a training process. 

2. Explain the three analysis stages of needs evaluation. 

3. Draft an example of a lesson plan for „Topic 1: Analysis Training Needs‰ 
for an Engineering Development Programme. 

4. Prepare an evaluation form which covers four questions for every 
response and learning stage. 

 

 Figure 3.4: Sample questions for measuring learning 

(c) Behaviour 
This stage will measure the transfer of training taking place, i.e. looks at 
whether the participants can apply the things that they have learnt at their 
own workplace or otherwise. Therefore, it should best be carried out a few 
weeks after the training programme is over. This is to give the participants 
enough time to try and use the materials that they have learnt at their 
workplace. 

 
Evaluation can be done through observations, interviews as well as job 
records. Observation can be done by a third party such as supervisors and 
co-workers who can evaluate the participantsÊ change in behaviour. 
Interviews can also be carried out by a third party including subordinates 
or employees from other departments. However, there are times when it is 
difficult to get the cooperation of a third party. Therefore, most of the 
evaluation at this stage is focussed on the particular employee only. 

 
(d) Outcome 

The evaluation at this stage tries to measure the effectiveness of the 
organisation as a result of the training carried out. This evaluation is 
important for the management to ensure that the returns from the 
investment are made. The information for this evaluation can be obtained 
from the records, reports and also the index of the organisation. However, 
this kind of evaluation is quite difficult to carry out as we are not able to 
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ascertain whether the outcome on the part of the organisation is a result of 
the training or from other factors. 

For example, an organisation wants to market a new product in the near 
future. Before that, all the employees involved, such as salespersons, 
marketing and customer service staff have to be given sufficient training. A 
month after the new product was launched, an analysis of the amount sold 
and customersÊ complaints is done. However, the success or the failure of 
the product is not only a result of the training given. Maybe the product has 
characteristics that fulfils the customersÊ tastes and needs, or it could be due 
to its strategic marketing. Therefore, it is rather difficult for us to say that 
the training is the cause of the success or of the failure of the product. 

From the above discussion, we can see that the KirkpatrickÊs evaluation 
model can only be implemented after training has been carried out. The 
reaction and learning stages are implemented as soon as the programme 
ends in class, whereas the behaviour and outcome stages are carried out 
when the participants return to their jobs. 
 
Kirkpatrick also stresses that evaluation need not be done at every stage. It 
can be done at one of the stages or at the combination of any stages, 
depending on the points that we wish to measure. 

 

  We have completed discussing the third and fourth phases of the training 
process. The third phase, which is the implementation phase, involves the 
actual delivery of the training programme to the participants.  

  The first issue touched is the choice of a suitable training method. Training 
methods can be divided into two, i.e. on-the-job and off-the-job training.  

  After a programme has been designed, all the management activities before 
training are done. This includes sending confirmation letters to the 
participants and their supervisors to inform them about the programme as 
well matters concerning logistics. 

  During and also after the training is carried out, the evaluation process is 
implemented to monitor the progress and effectiveness of the programme. 
Training evaluation is carried out to ensure that the objective of the training is 
achieved, to improve the steps taken in the training process, to make sure the 
training is well managed, to measure whether the participants have learnt 
anything and to make sure that they are satisfied with the particular 
programme. 


