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	Name of Learning program
	

	Target audience
	

	Target audience’s needs (consider: Resources, Parking, Timing, Remuneration, Rest, Cost, Quality, Questions, Usage, Outcomes, Effectiveness, Session planning, Engagement, Prayer time, Catering, Transport etc.)

	Self
	

	Management
	

	Industry
	

	Subordinates
	

	Client
	

	Family
	

	Supplier(s)
	

	Government
	

	Educational
	

	Future
	

	Special (abilities, access)
	

	(other stakeholders)
	

	(other stakeholders)
	

	(other stakeholders)
	






	Level 1: 
Reaction, Satisfaction, Future Action
	1
	In what ways have you sought feedback?
	

	
	2
	How long is participant feedback kept?
	

	
	3
	What were participants’ reactions? (Appendix may be needed)
	

	
	4
	What do learners intend to do with the material/knowledge/skills?
	

	
	5
	On balance, have you used more Quantitative or Qualitative questioning?
	Quantitative
	Qualitative
	N/A

	
	6
	Has feedback data AND responses been disseminated to stakeholders?
	Yes
	No
	N/A

	
	7
	Has quantitative feedback only been captured informally and/or orally and not kept?
	Yes
	No
	N/A

	
	8
	Were the survey questions easily read and understood? (time completed, questions about the questions?)
	Yes
	No
	N/A

	
	9
	In the survey, are there compound (multi-barrelled) questions that the learner has to decipher?
	Yes
	No
	N/A

	
	10
	Does the quantitative answering system have five (5) options?
	Yes
	No
	N/A

	
	11
	Does the quantitative data read from left to right? *
	Yes
	No
	N/A

	
	12
	Within the course evaluation tools, is there a variety of questions spanning multiple facets of training?
	Yes
	No
	N/A

	
	13
	Was the feedback conducted anonymously? (did participants have to write their names?)
	Yes
	No
	N/A

	
	14
	(If so, is the organisation sure that there has been a sufficient level of honesty)
	Yes
	No
	N/A

	
	15
	Did participants feel that the course was relevant?
	Yes
	No
	N/A

	
	16
	Did participants suggest that they WOULD recommend the course to others?
	Yes
	No
	N/A

	
	For the following questions, you will have to have access to feedback and have gathered empirical statistics for the course you are evaluating. The blanks are to insert YOUR questions and standardised the data gathered

	
	17
	Statistically, has training met the needs of learners?
	1
	2
	3
	4
	5

	
	18
	Were the educational resources appreciated?
	1
	2
	3
	4
	5

	
	19
	How satisfied were participants?
	1
	2
	3
	4
	5

	
	20
	Learning styles were adequately accommodated?
	1
	2
	3
	4
	5

	
	
	
	
	
	
	
	

	
	
	(add more as necessary)
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Please remember that this is NOT an example of learners’ evaluation forms. It is an evaluation form ABOUT learners’ evaluation forms ☺

	*If target language reads from left to right. If feedback is in Arabic, quantitative data should then be 1 – 5 / R - L



	Level 2:
Learning 
	1
	In what ways have you seen knowledge gained?
	




	
	2
	In what ways have you seen Skill levels improved?
	




	
	3
	In what ways have you seen Attitudinal development?
	




	
	4
	With what assessment tools were the Skills, Knowledge and Attitude captured?
	




	
	5
	In your opinion, what was NOT learned by participants that could/should have been?
	

	
	6
	Is there more than one group to compare?
	Yes
	No
	N/A

	
	7
	Have a variety of samples been observed
	Yes
	No
	N/A

	
	8
	Is there a scoring process against the samples of evidence?
	Yes
	No
	N/A

	
	9
	If interviews (e.g. exit interviews) were conducted, were notes recorded?
	Yes
	No
	N/A

	
	10
	Were there more qualitative questions than quantitative?
	Yes
	No
	N/A

	
	11
	Were the questions well written?
	
	
	

	
	12
	Has the participant been on other training programs since the completion of this program under review?
	Yes
	No
	N/A

	
	13
	(If yes) Has there been competitive interest / priorities of the training programs to the possible detriment of this program under review?
	Yes
	No
	N/A

	
	14
	Has a high level of preparation been provided for learners to accomplish intended goals?
	Yes
	No
	N/A

	
	15
	Did participants provide similar feedback in any one area?
	Yes
	No
	N/A

	
	16
	Did participants leave one area alone or get a similar question incorrect if assessed?
	Yes
	No
	N/A

	
	17
	Does the course, and/or course material, need updating/improving?
	Yes
	No
	N/A

	
	18
	Would you be happy if you were the learner?
	Yes
	No
	N/A






	
Level 3: Transfer of learning into the workplace and Behaviours
(implement-ation of learning)
	1
	How much time has passed between the conclusion of learning and now?
	

	
	2
	If successful, what were the final results for the participants? (Pass, Grading, Job progression, P.D.)
	

	
	3
	Did you (or trainers) notice implementation of skills at work during the training period?
	Yes
	No
	N/A

	
	4
	Did training align with workplace S.O.P.s / equipment or ‘general knowledge’?
	Workplace specific
	Generic
	N/A

	
	5
	Has learning been applied by the participants?
	Yes
	No
	N/A

	
	6
	Has evidence of transferred Skills, Knowledge and Attitude been collected?
	Yes
	No
	N/A

	
	7
	(If yes, was this collected manually or electronically)
	Manual
	Electronic
	N/A

	
	8
	Was evidence of feedback IMMEDIATELY following training collected?
	Yes
	No
	N/A

	
	9
	(If yes to the above) Has/Will be these two sets of evidence be compared?
	Yes
	No
	N/A

	
	10
	Can you see positive effects pre- and post-learning?
	Yes
	No
	N/A

	
	11
	Has there been follow-up interviews conducted?
	Yes
	No
	N/A

	
	12
	(If yes, were notes recorded from the interviews?)
	Yes
	No
	N/A

	
	13
	Has there been observation(s) of participants’ work conducted?
	Yes
	No
	N/A

	
	14
	(If yes, were notes recorded from the interviews?)
	Yes
	No
	N/A

	
	15
	Were observations and/or interview questions opinion-based or criteria-based?
	(Observer’s) Opinion based
	Criteria-based
	N/A

	
	16
	Has there been less time-off since the training?
	Yes
	No
	N/A

	
	17
	Was training of skills, knowledge and attitude relatable to learners’ workplaces?
	Yes
	No
	N/A

	
	18
	Have other stakeholders been consulted regarding the participants’ development? (360 degree feedback)
	Yes
	No
	N/A

	
	19
	Have you observed reduced spending/costs etc?
	Yes
	No
	N/A

	
	20
	Could participants perform all tasks given?
	Yes
	No
	N/A

	
	N/A denotes Not Applicable or Not Observed






	
Level 4:
Evaluation or Results (Impact on the company)
	1
	If successful, what were the final results for the participants? (Pass, Grading, Job progression, P.D.)
	


	
	2
	Aside from training feedback, what in-house review mechanisms are utilised? (e.g. management appraisals or performance-reviews conducted, control-data comparisons, trend-lines, projections, validation)
	


	How often?

	
	3
	Is there a control group and/or pre-training figures by which you can compare?
	Yes
	No
	N/A

	
	4
	How long has it been since completion of training?
	6 – 12 months
	12-18 months
	18 months+

	
	5
	Is there scope or plans to reassess this Level 4 in another 6 – 12 months?
	Yes
	No
	N/A

	
	6
	Has there been sufficient discussion about the training in the workplace?
	Yes
	No
	N/A

	
	7
	Have there been less accidents, incidents and near-misses?
	Workplace specific
	Generic
	N/A

	
	8
	Has there been increased revenue
	Yes
	No
	N/A

	
	9
	Has there been greater camaraderie ?
	Yes
	No
	N/A

	
	10
	Have there been more efficient production times?
	Manual
	Electronic
	N/A

	
	11
	Have you observed improvements across internal and external supply chains?
	Yes
	No
	N/A

	
	12
	Were the outcomes of the training clear to the participant(s) PRIOR to training (not on the first PPT of Day 1)
	Yes
	No
	N/A

	
	13
	Have multiple evaluative methods been employed since training completed?
	Yes
	No
	N/A

	
	14
	Has the results of the Learning transferred to the workplace been measurable?
	Yes
	No
	N/A

	
	15
	Have skills gaps been reduced?
	Yes
	No
	N/A

	
	16
	Are customers and clients noticeably impressed with changes and improvements?
	Yes
	No
	N/A

	
	17
	Has the training highlighted further ideas for training or developmental goals in the organisation?
	Yes
	No
	N/A

	
	18
	(add more as necessary)
	Yes
	No
	N/A

	
	N/A denotes Not Applicable or Not Observed

	
	N.B. Final results cannot be ascertained unless positive change has taken place post-training.
Levels 1 – 3 MUST also be conducted. 



	









Level 5: Return of Training Investment
	1
	Ensure that there is PRE-PROGRAM data (or a baseline sample) for comparison showing statistics, data trends, comments (e.g. customer feedback), management appraisals, 360-degree reviews etc.

	
	
	What can be used for this baseline?



	
	2
	Have the data compiled from levels 1-4 (preceding pages) including organisational data and the training questionnaires etc.

	
	3
	Gather variant factors (what MAY have impeded/skewed results) e.g. annual leave, unforeseen weather events, seasonal-downturns, marriage, maternity leave, moved house, sick parents + time away, starting something new etc.

	
	
	



	
	4
	Make notes (and/or reference attached appendices)

	
	
	Management appraisals or performance-reviews conducted
	

	
	
	What is an average to maximum hourly wage for line staff?
	

	
	
	What is an average to maximum hourly wage for management?
	

	
	
	Control-data comparisons
	

	
	
	Trend-line graphs
	

	
	
	Validations completed (remembering the VET regulators require entire courses validated every five (5) years
	

	
	
	Projections and/or forecasts
	

	
	
	Participants’ evaluation data
	

	
	
	Management evaluation data
	

	
	5
	What is an average to maximum hourly wage for line staff?
	

	
	6
	Extrapolate an average to maximum hourly wage for management?
	

	
	7
	Has a Training Needs Analysis been conducted?
	Yes
	No
	N/A

	
	8
	Has forecasting been conducted?
	Yes
	No
	N/A

	
	9
	Is there empirical data to compare against?
	Yes
	No
	N/A

	
	10
	Have all costs been considered
	Yes
	No
	N/A

	
	11
	Has MORE than one tool been used to establish the effects of training?
	Yes
	No
	N/A

	
	12
	Have the figures been exaggerated in any way (up or down?) Stay conservative
	Yes
	No
	N/A

	
	13
	Do you understand that the ROTI is not a form of financial income? It cannot be used for ‘income’.
	Yes
	No
	N/A

	
	14
	In completing these evaluations, have management been consulted and/or involved?
	Yes
	No
	N/A

	
	15
	Are you implicitly aware that all of this data is of a highly sensitive and confidential nature, not to used for personal gain or outside of management and organisational development contexts?
	Yes
	No
	N/A

	
	16
	Are you aware that this process is expensive and labour intensive in itself? (“Only 5 – 10% of training programs should be evaluated” – Jack Phillips)
	Yes
	No
	N/A

	
	
	
	Yes
	No
	N/A

	
	
	(add more as necessary)
	Yes
	No
	N/A

	
	N/A denotes Not Applicable or Not Observed

	
	N.B. Final results cannot be ascertained unless positive change has taken place post-training.
Levels 1 – 3 MUST also be conducted. 



More information? 
https://www.q3.fyi 
https://www.kirkpatrickpartners.com/Our-Philosophy/The-Kirkpatrick-Model 
https://roiinstitute.net 














Costing sheet (please edit to your own needs)
	
	
	Course costs: (add as necessary)

	
	
	Item to cost
	Monetary value or N/A (not applicable)

	
	
	Wages of designer
	

	
	
	Wages of administrative support (including management)
	

	
	
	Trainers’ wages
	

	
	
	Materials whilst designing
	

	
	
	Allowances
	

	
	
	Accommodation
	

	
	
	Room hire
	

	
	
	Travel expenses, parking etc.
	

	
	
	Training materials (workbooks, printing, stationery)
	

	
	
	Catering
	

	
	
	Collective salaries of participants
	

	
	
	Incentives / overtime
	

	
	
	Social budget costs incurred
	

	
	
	Overheads (electricity/water/gas fraction)
	

	
	
	Licencing costs (e.g. Computer software, VET licencing fees)
	

	
	
	Equipment hire
	

	
	
	Prizes, awards, trophies
	

	
	
	
	(add rows and details as necessary)

	
	
	Total:






Sample
	
	
	Course costs: (add as necessary)

	
	
	Item to cost
	Monetary value or N/A (not applicable)

	
	
	Wages of course designer
	$1000
	

	
	
	Wages of administrative support (including management)
	$500

	3 – 4 days total

	
	
	Trainers’ wages
	$5000
	10 days

	
	
	Materials whilst designing
	$500
	

	
	
	Allowances / overtime
	N/A
	

	
	
	Accommodation
	N/A
	

	
	
	Room hire
	N/A
	

	
	
	Travel expenses, parking etc.
	$300
	

	
	
	Training materials (workbooks, printing, stationery)
	$500
	$25 per learner

	
	
	Catering
	$2000
	$10 per head

	
	
	Collective salaries of participants
	$24,000
	10 sessions (4 hours x 20 participants) $30/hour

	
	
	Incentives / overtime
	N/A
	

	
	
	Social budget costs incurred
	$500
	Graduation night celebration costs

	
	
	Overheads (electricity/water/gas fraction)
	$200
	

	
	
	Licencing costs (e.g. Computer software, VET licencing fees)
	N/A
	

	
	
	Equipment hire
	N/A
	

	
	
	Prizes, awards, trophies
	$500
	(3 trophies + 20 completion trophies)

	
	
	$35,000






Sample (continued)
Complaints per customer – recorded 5 - 8 per night (100 per night = 7% complaints, right? Wrong. That is just the complaints from people bold enough to say something. In reality, sadly, you’d probably double the conservative figure therefore 10% unhappy and (potentially) unlikely to return. Intangible costs can close doors.
Let’s look at an activity based costing to understand the cost benefit of training.
1) Average spend per customer = $50
2) Tangible losses:
a. Product replaced? 
b. Customer complained – money back?
c. Did they get a replacement meal? 
d. ‘Free’ glass of wine/beverage? 
e. Discount on their bill?  
f. Were others affected?
(Conservative) average 7 x $20 = $140 per night just on complaints.
3) Intangible losses: The average customer with a bad experience tells 10+ people. Not all 10 were likely to have come but let’s put a figure of two per bad experience customer. Therefore (2 x $50) $100 per night of future revenue so we are back to a potential loss of 10 customers per night based on 5 – 8 reported complaints.
Staff begin to get embarrassed and moral drops, leaving for other restaurants.
4) Open seven nights
a. Nightly average total of ‘losses’ from complaints = $140
b. Weekly ‘average losses’ from complaints = $980
c. Monthly ‘average losses’ from complaints = $4,200
d. Annually = $51,100 (conservative) actual costs from 7 complaints per night
5) Annual gross income = $1.68M
a. $5000 per night
b. $35,000 per week
c. $140,000 per month
d. $1,680,000 per annum
6) Complaints = 3% loss of gross revenue. (with just 7 customers per night complaining)
7) Decision - our staff need training.
8) Training costs will be put up against the pre-training losses to see a ROTI

a) Wages and training materials (see Costing sheet) - $35,000

The ROTI is calculated thus:
51,100 / 35,000 x 100
(= 146%) or 1.5:1
Some Intangible benefits to consider:
· If we can halve or at least reduce complaints the organisation will ‘gain back’. 
· Increase in revenue through reputation increase, goodwill etc.
· Turn old ‘No’ clients into repeaters
· Make a name for quality
· Retain staff for longer than the average amount of time
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