


Observation Checklist
Quality Training

 The Observation Checklist for Quality Training was designed to be completed by an observer to determine the level of quality of professional development training. It can also be used to provide ongoing feedback and coaching to individuals who provide professional development training. Furthermore, it can be used as a guidance document when designing or revising training plan. 

	
	
	
	

	[bookmark: _Toc436979795]Title of Training:
	Click here to enter text.	[bookmark: _Toc436979797]Location:
	Click here to enter text.
	[bookmark: _Toc436979799]Date:
	Click here to enter text.	[bookmark: _Toc436979801]Observer:
	Click here to enter text.
	[bookmark: _Toc436979803]Trainees (M;F):
	Click here to enter text.	[bookmark: _Toc436979805]Position:
	Click here to enter text.
	Trainers 
	Click here to enter text.
	Project
	Click here to enter text.
	Organizer 
	Click here to enter text.	Level Indicator
	Click here to enter text.
	Language
	Click here to enter text.	
	

	Indicator
	Click here to enter text.
	
	


I. TRAINER PREPAREDNESS 		  					Yes             No
A. Did the trainer arrive forty‐five minutes prior to the start of the training?				
B. Was the trainer prepared for the training day?						
Suggested areas of improvement: trainer arrived less than forty‐five minutes before the start of the training; trainer did not bring all of the materials they needed such as handouts, PowerPoint presentation, video clips, audio clips, and/or posters.
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II. TRAINING CONTENT						           	1   2   3   4   5
C. The content presented was logical, coherent, and well developed.	                	             
D. The content presented was appropriate to the trainee’s skill level.			             
E. The content presented was arranged to make the most effective use of the allotted time.                
Suggested areas of improvement: 
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III. TRANSFER OF LEARNING & EVIDENCE BASED PRACTICE	         	1   2   3   4   5
F. The information presented can be transferred to the work environment.	                	             
G. The information presented contained examples of best practice concepts.		             
Suggested areas of improvement: 
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IV. TRAINING DELIVERY							         	1   2   3   4   5
H. The trainer was flexible in delivery and maintained class interest and engagement.            	             
I. The trainer made effective use of a variety of training methods 			             
J. Trainer was confident and comfortable delivering training content 			             
K. Trainer was able to answer questions brought up by trainers				             
L. Trainer could cover content outlined in agenda					             
M. Trainer made effective use of available training aides 					             
N. Trainer used appropriate body language and enthusiasm				             
O. Trainer used active listening techniques						             
P. Trainer developed a non-threatening environment that creates trust			             
Suggested areas of improvement: 
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V. ASSESSES LEARNER DEVELOPMENT			         	1   2   3   4   5
Q. Trainer conducted pre and post-test training						             
R. Trainer monitored progress of learners during training				             
S. Trainer reinforced and check understanding of the key points of training		             
T. Trainer provided appropriate, timely and constructive feedback to participants
Suggested areas of improvement: 







VI. Action Plan for Improvement	-- this section need to be completed with trainers. 











 
Observer					Trainers				Endorsed by



Date: ………………….			Date: ………….….			Date: …………....
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