





Check Sheet — All steps

___ Define training need.

___Describe the Performance Gap.

___ Decide on evaluation plan.

___ Write objectives.

___ Define your content.

___ Organize the order in which to present the material.
___ Decide on methods/materials.

___ Get your “stuff” together. (Schedule adequate photocopying time.)
__ Practice.

___ Do the presentation.

____ Do final evaluation

___Recycle (Step 1)
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Delivery Plan Checklist

Use this checklist as an aid to check the completeness of your delivery plan.

Task yes no *n/a

* Are your introductory remarks to orient the trainees to the subject
in general included?

* Are housekeeping remarks included?

e [s there an introductory activity that involves the trainees (e.g.,
trainee introductions)?

e Have you included the main points and activities for each section?

e Have you included the instructions for your
training activities?

e Have you included specific questions or comments at the points
where you wish to make them?

e Are summary and transition comments included between sections?

* Are training aids referenced at the point where you will use them?

e Have you included an overall summary and your closing remarks?

e [s the time allotted for each major section?

* Do the allotted times add up to the total time available?

e Have you included a training evaluation?

*Not applicable
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Lesson Plan Checklist

My lesson plan:

___ Clearly outlines the order and sequence of events.

___ Provides and explains strategies for difficult areas of the lesson.

___Is type-written.

___Includes training objectives and overall training goal.

___ Describes when and how training packet contents are used.

___ Lists training equipment needed for the lesson.

___ Provides transitions between different parts of the lesson.

___ Lists likely answers that come up for questions posed in the lesson plan.

__ Gives discussion-generating questions to be suggested to group as needed.
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Dates to Post to Calendar

___When the training is due
___Set up meetings with SMEs and other advisors
___Schedule pilot

____When to post to Learning Center
__Schedule guest speakers

___ Confirm guest speakers

___ Print handout materials
___Make initial room arrangements
___ Check room arrangements

___ Order or reserve AV hardware
___ Order materials and/or supplies

___Report to management on results

Materials and Rosters

___ Handouts

___Sign in sheets / rosters

___Activities supplies

____Videos or DVDs

____Toys or activity sheets for kinesthic learners
____Resources or reference materials

____ Certificates
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Writing Objectives

Template

By the end of

Time frame Group of learners

will be able to

Action verb Object of action

as evidenced by

Measurement (either quantitative or qualitative)

Example: “By the end of this session, new trainers will be able to write a complete objective,
using the template (as evidenced by a five-part written objective).”
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Lesson Plan

SUBJECT: LESSON TITLE:

LENGTH OF CLASS: PREPARED BY: DATE:

LEARNER OBJECTIVES:

LESSON REFERENCES:

INSTRUCTIONAL AIDS
Equipment:
Supplies:

Printed Material:

TYPE OF PRESENTATION: SPACE REQUIRED:

SPECIAL CONSIDERATIONS:
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LESSON PLAN OUTLINE

LESSON PLAN

KEY POINTS AND CUES
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Department of Human Services
Course Evaluation

Name (optional): Date:

Course Name: Facilitator(s):

Administrative Services Division

Children, Adults & Families Division

Director’s Office

Finance

Addictions and Mental Health Division

Division of Medical Assistance Programs

Public Health Division

Seniors & People with Disabilities Division

Other/Non-DHS

Rating Scale: 1 = Poor............... 3 =Average............... 5 = Excellent

1. How would you rate your knowledge of this subject prior 1 2 3
to the training?

2. How would you rate your knowledge of this subject after 1 2 3
the training?

3. How would you rate the value of the information to your job? 1 2 3

4. How would you rate the facilitator's knowledge and 1 2 3
understanding of the topic?

5. How well did this course meet the objectives? 1 2 3
6. How would you rate the overall presentation? 1 2 3
7.  How would you rate the visuals and handouts? 1 2 3
8. How well was the information provided in the time allowed? 1 2 3
9. How well did this session cover what you expected? 1 2 3
OVER
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Yes No

10. Do you feel you were treated with respect?

11.  Would you recommend this session to others?

12. Was it your choice to attend this training?

13. What worked well?

14.  What could we do differently in the future?

15. Other comments?

Thank you for taking the time to complete this evaluation. Your feedback is encouraged and
appreciated. It will be used to make improvements to our courses.
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This document can be provided upon request in alternative formats for
individuals with disabilities. Other formats may include (but are not limited to)
large print, Braille, audio recordings, Web-based communications and other
electronic formats. E-mail dhstraining@dhs.state.or.us or call (503) 947-5457 to
arrange for the alternative format that will work best for you.
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