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ABSTRACT

This thesis was written to center on the difficulties
faced when delivering quality training to today's businesses.
Approaches to training change every year with the
‘additions to technology, but some aspects of the field will
remain the same. No matter what type of program is being
designed, instructors must assess their students beforehand to
‘ensure that training will provide what is needed.

So often, off-the-shelf training is used without
consideration to the audience. The literature reviewed
‘suggested that trainers need to tune into their subjects and
work on their communication skills. Also, corporations have
objectives that they expect to be met, and dealing with these

goals increases the possibility of successful training.
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CHAPTER |

INTRODUCTION: PROBLEMS IN TODAY’S TRAINING PROGRAMS

Whether working for a consulting firm or an internal training
‘department, the insurance of providing effective training is key. Thomas
da, director of a security and consulting firm, recently stated that:
“Building and running a successful training program is not easy, but is
‘well worth the effort.” Providing worthwhile training includes;

measuring your results, evaluating your methods, meeting corporate goals,
Servicing a need, and being in-tune with the adult learner. Businesses

0 are willing to grant continuous employee training programs

. preciate them more when those sessions are completely geared toward
he corporation’s values and not seen as a waste of time.

" uda 59; Harless 52)



With the amount of restructuring taking place in even the more

stationary companies, everyone must be prepared for change. When memos
d e-mails are not sufficient ways of communicating new strategy--
training is. As one of the most effective ways to move employees in the
right direction, the program must be fully supported by management.
Training which explains the new ideals, strategies, long-range plans, and

values is necessary for the company to remain productive. Several

If training is to be successfully on target in today's corporations, it
'-:;.. needs to be consistently measured and evaluated. A couple of
‘measurement and evaluation techniques exist which trainers should

ce sistently employ. However, many believe them to be too time
Consuming or costly. The idea of collecting mountains of data often
frightens the non-analytical mind, and trainers postpone until it is too
ate to gather adequate information.

Businesses often rely on this information to decide whether or not
they will employ training for their future needs. True trainers are
‘Extremely concerned with the reaction of their participants. Therefore,

dependable evaluation methods are a necessity, and they must be



sonsistently utilized.

Several companies are currently implementing educational programs
to ensure their employees are well informed of internal and external
hanges as well as corporate reorganizations. They are doing so not just
to look good, but to keep up with the latest technology and change. Gloria
- grove and Roy Speed collaborated on an article which pointed the

finger at corporations who are not adequately employing their trainers:

Training has an important role to play in the restructuring of
American industry that is now taking place, but you would
never know it from looking at most corporate training
departments. Senior executives haven’t taken the trouble to
nail down the role of training in their companies, and they
consistently underestimate its value as a tool in developing
their businesses. They have come to view it mainly as a bone
to be tossed to employees- a perk when things are going well,

a morale-booster when they’re not. (Cosgrove 38; Speed 53)
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Training should not be thought of as a few hours off work or a once a

ear motivational tool. It needs to be viewed as an ongoing educational
xperience by the managers and employees. Author of Liberation
fanagement, Tom Peters, speaks highly of training at a security company
called Guardsmark where the new hire must “...master a 113-page training
manual.” The company stresses life long education for all employees no
matter what their age. (Peters 322)

The managers who decide to send their employees to training
programs, and the training departments themselves, must be more
Cautious today than they were years ago, and learn exactly what training
car do for the whole company as well as each employee. Speaking of
training provided during the past decade, one author asserts: “The ‘80s
were a quick fix time, a time when you could send your employees to a
Seminar covering any number of subjects, and they’d have a really good day
dut, perhaps with lunch thrown in. What did they get out of it? Probably
much, except common sense advice.” Employees no longer need to be
instructed in the “common sense” area, they are looking for real answers
to quite complex situations. (Gough 111)

Training in the ‘90s needs to be specifically tailored to the

Corporation in order to coincide with company objectives. At Hewlett-



ackard, “...performance improvement principles dictate that they

iners), tie training as closely as possible to the work...” Employees
-;.. to learn best if they can directly relate the training to some aspect
f their jobs. Again, employing the proper type of training is the key;
lassroom training may not be as effective in some situations as on-the-
job training and vice-versa. Some work features can not be duplicated in
educational setting so special arrangements need to be made to
produce the conditions as close as possible. (Sorohan 38)

When designing programs, trainers must inform companies of their
eaching capabilities and most importantly, their weaknesses. Eastman
lodak CEO, K. Whitmore, has been noted for saying: “We need more

faining, but it needs to be done effectively and with an understanding of
ts limitations.” Instructors must know the boundaries of their training
'Ibilities, and they should never misrepresent themselves. Explaining
companies what really can be done in regards to training compared to
vhat the business wants is critical. Completing a thorough needs analysis
or each training session is the trainer’s responsibility. In turn,

porations must communicate specific goals so the instructors may
inquestionably produce the desired results. Moving employees in the

orrect direction is an arduous task. It is even more difficult if the




anagers do not convey the educational intentions clearly. (Wick 28)

Trainers must also learn what their participants do not know and the

xtent of their training needs. They may gather this information through
pbservation, questionnaires, in-house publications, interviews, records,
nd work samples among other things. This takes place during the
assessment process which is the beginning of successful training. The
supervisors and managers are key to this process. They must determine
vhich employees will participate and what job related problems they are
currently trying to solve. The trainer can then inform them whether or not
a definite training need exists. If these steps are adhered to and

n anagerial support exists, the training should be successfully transferred
into the workplace.

Training must also be specifically tailored to the group of

employees; author of The Learning Edge, Calhoun Wick, believes: “In

training, one size doesn’t fit all. Too much generic training is given
across the board, whether everyone needs it or not.” The assessment,
design, and evaluation processes, when done correctly, help eliminate this
'oblem for the trainers and employees. (Wick 17)

When it comes to providing adequate orientation training, companies

Sometimes resort to allowing senior employees to teach new hires. This



scomes an unproductive measure if the senior employee is limited in his
saching ability or other areas. In an article which praises the top five
orporate training programs, Walt Disney World Resorts are noted for

chieving excellence:

Our training exercises reinforce the basic foundation of what
Disney is, and what makes us different as an organization...The
first thing we want our people to understand is the culture of
Disney and our values...The first week on the job finds
employees in a workshop called Traditions, which exposes
them to the corporate culture... That way, all employees,
regardless of the positions they hold, can communicate them...

(Carey 8)

Disney has mastered the concept of corporations communicating
their desires to the training department and instructors to ensure the best
€mployees are presented to the customer. Companies need to utilize their

Orientation and other training programs, on a daily basis, in a way which



most beneficial to the bottom line. Today’s corporate management
aders want insurance that the money they spend this year will

sntribute greatly to the company in the future.

. When done correctly, the corporate educational process can
ncompass a broad range of useful ideas. Successful training is a serious
which must be taken on by attentive instructors with

ommunication skills. Most importantly, it must incorporate continuous

isessment and evaluation methods.



CHAPTER I

\ REVIEW OF THE LITERATURE OF PERTINENT TRAINING PROFESSIONALS

Managers and executives are usually willing to send their employees
0 training programs which provide results. They do however, insist on

o al quality training. When they do not receive it, or the employees are

it noticeably informed or reformed; they are reluctant to invest in future
training. These executives tend to believe training does not pay, because
they see are the associated costs. They fail to realize the affect or
impact training can have on their employees as well as their corporate
Standing.

Training professionals are frequently asked to rationalize and
explain why the department or even the training (in some cases) is
'cessary. Donald Kirkpatrick, who developed the four-level evaluation

em says: “Sometimes you can prove the case that training makes a
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seasurable contribution; sometimes you can’t. Some CEOs will be
atisfied with evidence, if not proof, that training is working...” He goes
n to state: “Higher quality, greater work motivation, changed attitudes,
nore open and honest communication are evidence that training is
yorking.” Another author, Carolyn Nilson, agrees when she asserts:

“The best way to convince all persons concerned that training really pays
s for the training to directly address areas that have an impact on a
sompany’s profit.” (Blickstein 17; Nilson 17)

Studies have been completed which prove that providing employees
gorporate education will benefit the whole company. David Knott, the
olumnist from Oil & Gas Journal, truly believes from studying the oil
ndustry that: “Training is one of the ways of keeping pace with
technological change...(in some areas)...lifetime education is needed
Decause...techniques advance year by year.” Companies that learn this fact
arly on save money in the long run. With consistent training, they are
reating a well informed and loyal worker who passes on the positive
attitude to the customer. (Knott 36)

The employers who think proactively, are providing the necessary
ftruction in response “...to both internal and external factors.” They are

Ware that they need “...to upgrade the firm’s workforce.” These
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rporations realize “...a substantial share of hourly workers...have some
skills deficiencies, and firms link basic skills improvement to
oductivity enhancement.” The key is to give the right training to the
people in order to elevate profits. (Hollenbeck 75)

Training does not end once an employee acquires the necessary
nowledge, skills and abilities or when they become familiar with the
ompany goals and values, programs can be given on various informative
- A professor at the University of Central Florida agrees when he
career based training is an ongoing process due to: “...multiple career
hs, changing job demands, and the need to keep abreast of external
Jevelopments ...” Well trained employees are much more resourceful in

he working environment and therefore more capable and optimistic when
neeting company demands. The programs can also: “...focus on attitudes...
(8s well as) accepting change, valuing shared achievements, being willing
take career-related risks and assuming responsibility...” These are
Just a few topics companies should definitely develop for their employees
ich focus on company growth and will benefit both parties.

(Jones 88)

Richard Johnson also believes some companies are becoming

lightened as he states: “Organizations are discovering that
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ining, when correctly developed and properly utilized, is an essential

ol to insert quality procedures and continuous performance improvement

o their culture.” In organizations such as these, this new discovery
| aid the training department in determining the most effective

pgrams. The author continues on the subject of successful instruction:

Training is about change- change in the knowledge and skill
levels, change in the way skills are utilized, change in they
way processes are completed, change in interpersonal
relations, and change in culture. Training must lead
organizational transformation to the ways of excellence.

(Johnson 58)

f the training department is not used to drive the employees towards
excellence, then it is not being effectively utilized. Unfortunately, when
Upper management cannot see the purpose of training, they are quick to
the budget. To decrease the chance of this, trainers must be prepared

to explain the objective and success of continuous training at various
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A training department can justify its existence by informing the
xecutives of their true significance in the workplace. Carolyn Nilson

ymments: “...training can increase employee productivity and contribute
g ificantly to corporate profitability.” A corporation would of course
e interested in improving both of these factors. It is in the companies
interest to maintain a highly trained and therefore well educated
jorkforce. This is true especially during times of drastic economical
hange. Employees who are trained to do the job and handle added

ressures will endure most transformations. Carolyn Nilson also states

er purposes of lifetime on the job education:

Training plays an important part in developing a productive
work force and in getting operations finely tuned so they can
contribute more directly to profits. Training is one major
approach to helping people control or manage change. This
happens because training is designed to lead the trainee to
master new knowledge, attitudes, and skills. A person leaves

training with the confidence that he can cope with change.
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(Nilson 1)

Professional trainers must also be ready to answer the question:

how is training adding value to this organization” by providing
.evaluation and hard data.” Jack Phillips explains: “Hard data are the
aditional measures of organizational performance. They’re objective,

Sy to measure, and easy to convert to monetary values. Management

to find hard data credible.” If those in charge can see proof on paper
f trainings benefits, they are more inclined to approve more programs.
Cosgrove 54; Phillips 20)

The less productive training departments of yesterday were so
pied with just creating more courses and staying as busy as they
ould, that they wasted all of their energy on developing an outstanding
Jatalogue. The manager of technical operations training for Boehringer

ngelheim Pharmaceuticals agrees :

Training managers believe that their job is to offer training

courses- the more, the better. Once you accept that your
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! purpose in life is to provide courses, your time and energy get
channeled into selecting them, scheduling them, advertising

them, filling them, getting classrooms and equipment for

them, checking attendance at them and so on. (Cosgrove 54).

The trainers in these situations can honestly say they are busy, but

 they legitimately productive? All of this busy work would be to some
vail if the results benefitted the company or employee in some way.
nfortunately, it may happen that trainees do not understand the new
orporate goals which were supposed to be grasped during the training. In
he article, “How Important Is Training?” John Crooks states: “The

iccess of any training program needs to be evaluated in relation to the
ed training goals.” When instructors do not ensure the training is
ransferable, the time spent is not productive. (Crooks 46)

- Management is therefore, unpleased and reluctant to budget for
dditional training because they were not pleased with previous results.
Janet Gough agrees with this analysis when she states: “...today’s training
féquires delivery of job-related information, and all too often we

Substitute “form” for “function.” We should...be in the business of getting
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, and we can only do that by helping people better perform their
acific job.” (Gough 111).

Instructors must truly know how to create effective training. Some

‘the basic suggested steps are: “...design and deliver training around job
perience; design training for individual adults; and measure training’s
_tribution to corporate growth by its effect on quality and

oductivity.” The designing of educational programs is a detailed

ocess which should not be taken lightly. The delivery usually depends on
e subject matter; some topics are lighter than others. The presenters
ire also key in the successful delivery of training, and instructors should:
“:j. lude a variety of presenters (no one is strong in all areas)” Depending
the level of the group, the educational level of the trainer is another
actor. (Nilson 20; Forman 77)

The corporate training programs which are designed and delivered in
IN unproductive manner are not producing the desired results. In some

NS ances, the supervisors are sure they sent all of their employees to the
atest training seminars, but they have failed to notice a substantial
fference on the job. Trainees who are actually immersed in a work
uation through the course are more likely to recall these skills in the

Work environment. The president of the American Society for Training and
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elopment notes: “ ‘the most effective training is always done in the
text of a job,” where training is applied, and feedback is immediate.”
3 participants must learn how to apply the knowledge they acquire in
_classroom or the session is a waste of time and money. (Carey 57)

The author of Training for Non-Trainers has a theory on providing

pscientious training:

- Good training is designed around the specific tasks of a
specific job. Its success is measured by how well a person can
do those specific tasks after the training. Training in
standards and measurements is critical, as is providing
opportunities for employees to see the results of their work.

(Nilson 7 and 9)

The trainers and corporate executives are not the only parties
erned with how well the training sessions are going. Employees wish
be informed of individual and group progress in training programs.
'.-"-| Nilson expresses: “Good results in training are generally

Neasured in two basic ways- by the degree to which a trainee seems to
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and the material...during the training session...and by how quickly

, new information or skill can be implemented on the job.” Although

e trainers do not believe in measuring their training or even collecting
se kind of results, it must be done. Measuring and evaluating allow
"_rations to fully utilize their training departments. (Nilson 25)

On the subject of evaluation, the author, Carolyn Nilson goes on to

: “The training system of analysis, development, and evaluation uses
edback as a standard practice to improve courses.” Instructors who

ne istently employ precise evaluation methods will benefit the company
ell as themselves. Plus, instructors continually ask for feedback,
hich increases communication during the session. This may in turn
urage participants to truly evaluate the instructor in the end.

raining Today 16)

According to Richard Johnson, author of TQM: Quality Training

tices, there is a definite need for employee feedback in today’s
Durses: “Program evaluation is a continuous part of the quality training
i‘a- gram. For accurate measurement, the evaluation system must be broad
'j.; ed and ongoing, with sampling conducted in all parts of the
drganization.” Providing an evaluation system which focuses on only

€rtain aspects of the training program is not as effective as reviewing
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facets of the training program thoroughly. (Nilson 11; Johnson 173)

The purpose of training today should be to improve the corporation’s
anding economically by improving the employees. Every seminar,

ure, and handout should tie into the goals of the company and assist in
veloping the objectives of management-”...every training session must
L an outcome of the strategic plan and support organizational vision and
e goal.” Another author states: “If it’s your job to provide courses, then
would be embarrassing if nobody came. To avoid this specter, training
anagers must fill their courses. Consequently, they end up catering to
pular tastes.” Trainers today must resist the temptation to develop a
course for the catalog which focusses on the latest buzzword, and
fluly move “...toward a focus on results.” (Johnson 58; Cosgrove 58)
Companies and independent consultants need to revise their current
faining procedures (if they have not already) to guarantee that the
fograms are beneficial to the employee and hopefully the corporation’s
foductivity. An article in Training Magazine quotes the director of the
-enters for Corporate Training at Eastern Michigan University, Walter
iMantova, when he said: “...the days of unfocused, nice-to-have training
dre over...much more we are seeing tailoring of programs, with learning

Bjectives spelled out very clearly at the beginning, and results



20

neasured.” Corporations are becoming more exacting when it comes to
raining matters, and therefore scrutinize the training department
horoughly for the desired outcome. An article on certified training in
agazine states: “The training department is adept at managing
its enrollment and training-administration processes. (And)...the training
'partment has established a close relationship with its customers, and
sften anticipates training needs before managers actually request certain
ourses.” (Hequet 77)

What is wrong with the training situation in most companies today?

Well, several areas which need to be looked into in regards to training are:

Training without consideration of the goal or application;
training to the wrong problem; tendency to train managers at
the exclusion of other organizational levels; poorly prepared
training, trainers, or participants; the wrong training;
expensive package plan that doesn’t fit; the tendency to

quickly begin and abandon...just as quickly... (Johnson 88)
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All members of the corporation need to join together to combat the

pstacles in training planning and programs. It is imperative that the
gining department and the necessary executives unite to communicate
he true training goals. A successful assessment process requires both
arties to provide extensive input to ensure the correct people are getting
he correct training. Besides noticing that these steps are usually
verlooked, Richard Johnson also considers: “Training...(to be)...one of the
ost talked about yet least productive processes in many organizations.
%0 often training boils down to what a person picks up by being on the
b.” But we know that the way procedures have been carried out, is not
lways the proper way. Management needs to correct these situations in
%e early stages, by offering complete training programs. (Johnson 75)
With all of the facts known about training, one might wonder about
1e dilemmas which prohibit companies and training departments from
ccessfully delivering effective programs. The author of the article,

raining Invests in Skills And People,” asserts:

While everyone sees the need for a better skilled workforce,

companies often think that they will not recoup their costs if
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they must bear the cost of training alone. Because the United
States does not have an organized post high-school education
system for the non-college bound, it must currently depend on
corporate training programs to educate new unskilled or low-

skilled workers. (Romei 46)

It has been said that the employee’s need to learn and grow,

eighs the company’s fear of not recouping any of the additional costs.

\uthors of Futurework believe: “Helping people fulfill their leadership
otential is not just part of the American way of life, it is also good
usiness. Learning, striving people are happy people and good workers.”
usinesses must realize their role in the training crisis and therefore
ecome an integral part of the solution. An article in Training and
reads: “Sure it takes good instructors, good courses and
0od facilities- but it also takes management’s commitment.” This
mitment comes not only in paying for the courses, but also by

iding the time and support. (Gordon 202; Dust 71)

One company with a strong commitment to training is discussed in

Peter’s book, Liberation Management, the author states:
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...there are video training tapes produced by the in- house

training department. On top of that, ‘all Guardsmark security
officers receive no fewer than four regular training sessions

per month... (And) with every paycheck, (they) receive a

detailed security training bulletin which is included in a continuing

security notebook. (Peters 322)

The commitment Guardsmark gives their employees is recipicate

a very low industry average turnover. Organizations must realize,

2 ording to author Lynn Neeley, that even “Small businesses can increase
ofitability through more effective training...” (Neeley 87)

The corporations are not totally to blame. Of course, they can not
Introl the inevitable economic situations, but they do need to be more
foactive in regards to training. In the article, “Doing More With Less,”
he author declares: “Corporate downsizing remains ubiquitous, and
Mmed-down organizations require more training. With fewer workers
0 do the work, almost certainly those fewer workers are going to need to

arn to do additional tasks...” We can therefore understand why the
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ining budgets are being cut and training professionals are released. But
company that is always in a reactive situation, needs to review their
ethods for cutting the budget of their training department. (Hequet 78)
The Hequet’s article also speaks of a situation where trainers were
3id time and a half due to: “...a sudden flurry of training acitivity

ich) wound up costing the downsized company more than it would

ve before downsizing.” Preparing the employees for the inescapable
tuation of “doing more with less,” should have been a continuous

rategic process instead of a knee jerk reaction to a major catastrophe.
| the article, “Does Training Pay Off,” the author affirms: “One reason
ing is exploding is because the great restructuring of corporate
merica means workers have to broaden their skills base...”

Hequet 78; Blickstein 16)

A proactive company would ensure that their employees were ready

¥ the restructuring change long before it occurred. On this subject,

Author Charles McConnell states:

In these days of reengineering...and downsizing...a great deal is

given to means of reducing the work force. Not nearly as much
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attention is paid to the survivors of a staff reduction and the
problems that arise in the wake of a generally demotivating
activity. However, it is the survivors- who will have the
greatest influence on the organization’s future performance.

The survivors must be remotivated and reinvigorated.

(McConnell 8)

aining is one of the primary tools for maintaining a motivated and

dductive staff. Knowing that some employees would be dismissed,

uld be the key to encourage additional training programs for middle and
er management. (McConnell 10)

Blickstein continues by stating: “Indeed, training has taken on a new
Ster in the ‘90s. ‘Whoever develops knowledge (and) works fastest, wins
€ game...’ The ability to learn faster than your competitors may be your
lly sustainable competitive advantage.” In a time where companies are
Ondering how to become number one, they are just beginning to realize

Ow effective learning is. If employees are the key to their business, then
must invest in successful training to achieve financial success.

stein 16)
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Speaking of contributing to the company’s human resources, author

“

epherd Shonhiwa proclaims: “...employees, like a portfolio of stocks,
ould be managed for optimum gain.” Although some may take offense

ith these words, he goes on to explain: “...employees represent capital;
jeed, they are often a company’s largest investment. By systematically
aining...a company has a better chance of realizing significant returns on
is valuable asset.” (Shonhiwa 18)

Author, Marion Haynes, also believes: “Training...(is) the means
yailable to you for developing your staff to their full capabilities. You
an’t expect employees to join your group fully trained and ready to

ssume full responsibility.” Several sources conveyed the need for more
)dmpanies to show that management is committed and supportive of
aining. A paper by John Paul MacDuffie and Thomas Kochan reads:
.training...reinforces the willingness of the firm to invest heavily in its
mployees...(which can) help maintain employee commitment and
I0tivation...” (Haynes 266; MacDuffie 152)

Also on the subject of a company’s commitment, the author of the

K, Equality in the Workplace, states: “Where a training program has

€al and total management support, and where the trainers have involved

1€ management, the results that can be achieved are often considerable.”
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oviding the learning is good, but adding backing from management is

smmendable. Helen Collins goes on to say:

It does not...ensure total success, but those firms where there
is some degree of genuine commitment from the top of the
organization seem to be where some of the most comprehensive

and effective programs are taking place. (Collins 28)

Carolyn Nilson writes: “The real work of a company is almost

Iways thought of as something other than training. This means that

ither the boss nor the subordinate feels very good about the time that is
aken up during training.” Management needs to raise the priority level of
raining to increase its importance. (Nilson 17)

Some corporations are granting the training programs, but they are
Neglecting to modify the perspective of the employees they send to the
€ssions. In regards to attitude, author John Crooks believes: “An
Mployee learns better when motivated...(and) ...participating students

8arn more.” Employees need to believe that the training is for their
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inefit, which will hopefully peak their interest. The author also states:
'5 important to remember that supervisors play a role in employee
aining. Training... does not stop with front-line employees. Supervisors
jould also be encouraged to attend training programs. By expanding a
pervisor’'s own perspective...(he) is more likely to encourage employees
y improve their knowledge and abilities...” Employees need the added
jpport system whether they are non-skilled workers or middle-
anagement. (Crooks 46)
Another problem is the managers who do not provide support before,
Iring, and after the training. This fact was confirmed in a study of
s from the past ten years. It is essential that today’s managers do
e following before the training actually begins: “Build transfer of
aining into supervisory performance standards. Involve supervisors and
ainees in needs analysis procedures. Brief trainees on the importance of
training and on course objectives, content, process, and application to
he job. (And) Plan to participate in training.” If the employees do not see
lanagement is sufficiently involved and interested, they will have little
ivation to attend. (Broad 136)

Participants must be held responsible for concepts they were

Ipposed to grasp during the sessions. Trainers have noticed that there:
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36 This manual successfully covers training games?

Strongly Somewhat Agree Somewhat Strongly Disagree
Agree Agree Disagree Disagree

Comments:

37 This manual successfully covers the advantages and
disadvantages of training games?

Strongly Somewhat Agree Somewhat Strongly Disagree
Agree Agree Disagree Disagree

Comments:

38 This manual successfully covers the evaluation process?
Page 24

Strongly Somewhat Agree Somewhat Strongly Disagree
Agree Agree Disagree Disagree

Comments:

39 This manual provides appropriate examples of evaluation
questions and techniques? Page 24-26

Strongly  Somewhat Agree Somewhat Strongly Disagree
Agree Agree Disagree Disagree

Comments:
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40 This manual provides accurate information regarding
Kirkpatrick’s evaluation system? Page 25-26

Strongly Somewhat Agree Somewhat Strongly Disagree
Agree Agree Disagree Disagree

Comments:

41 This whole manual covers the basic training principles?

Strongly Somewhat Agree Somewhat Strongly Disagree
Agree Agree Disagree Disagree

Comments:

42 This whole manual will be an effective resource for
improving or implementing a training program?

Strongly Somewhat Agree Somewhat Strongly Disagree
Agree Agree Disagree Disagree

Comments:

43 This whole manual lists current training techniques?

Strongly Somewhat Agree Somewhat Strongly Disagree
Agree Agree Disagree Disagree

Comments:
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44 This whole manual uses current training jargon?

Strongly Somewhat Agree Somewhat Strongly Disagree
Agree Agree Disagree Disagree

Comments:

PLEASE RETURN TO MICHELLE YEPSEN BY NOVEMBER 8TH.
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Appendix C

COVER LETTER

October 28, 1996

To:

Re: Evaluation of Training Manual

My name is Michelle Yepsen. | recently completed the
coursework for the masters program at Lindenwood College.
This manual that | have asked you to evaluate, is partial
fulfillment of the other necessary requirement, which is an
eighty page applied learning or expository paper.

| gathered the manual information from a thorough
literature review and various current sources, in hopes of
providing novice trainers with a quick reference guide. Thank
you in advance for reading and evaluating my training manual as
well as completing the questionnaire.

All of the questions relate to the various sections of the
manual, and they are in the same order as the manual. Some
questions are specific, while others are more general. It would
be a great deal of help to me if you would comment as often and
honestly as you can. In the event you feel a question is unclear,
please respond to the best of your ability.

Please return the manual and questionnaire no later than
November 8th, in the attached envelope.

Respectfully,

Michelle Yepsen
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