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Abstract 

Evaluation is a vital component of the training cycle, ensuring that programs achieve their 
intended outcomes and provide value to both participants and organizations. This Teaching 
Paper introduces two practical tools: the Post-Training Survey and the Observation 
Checklist. The Post-Training Survey gathers participant feedback on training quality, 
relevance, and facilitation effectiveness, while also providing space for open-ended 
comments on strengths and improvements. The Observation Checklist, used during sessions, 
enables trainers to systematically track engagement, participation, and evidence of learning 
in real time. Drawing on frameworks from Patton, Kirkpatrick, and Scriven, this paper 
emphasizes the importance of combining participant-reported and observed data to produce 
a holistic evaluation. These tools help non-profit organizations identify successes, adjust 
training content, and strengthen accountability. For both academics and practitioners, the 
paper demonstrates how practical evaluation resources can bridge theory with applied 
practice in resource-constrained environments. 

Keywords 

Training evaluation; post-training survey; observation checklist; non-profit training; 
participant engagement; program assessment; monitoring and evaluation 

 of 1 6

https://www.linkedin.com/in/drannaneya/
http://neyaglobal.com
https://orcid.org/0009-0009-5669-1676
https://doi.org/10.64357/neya-gjnps-eth-rs-eth-dt-an-14


Executive Summary 

Training is only successful if it leads to measurable outcomes. Evaluation provides the 
evidence necessary to improve future programs and demonstrate impact to stakeholders. 
This Teaching Paper introduces two tools: 

1. Post-Training Survey – captures participant feedback on training quality, relevance, 
facilitation, and areas for improvement. 

2. Observation Checklist – monitors engagement and learning behaviors during 
training sessions. 

Together, these tools help organizations design evaluations that are practical, resource-
sensitive, and academically grounded, ensuring accountability and continuous improvement. 

Purpose and Learning Objectives 

The purpose of this Teaching Paper is to equip trainers and non-profit leaders with simple 
yet effective evaluation tools. Readers will be able to: 

• Understand the role of evaluation in the training cycle. 

• Apply post-training surveys to capture participant perspectives. 

• Use observation checklists to assess engagement and learning behaviors. 

• Interpret findings to improve future training design and delivery. 

Background and Context 

Evaluation is a central component of organizational learning and accountability. Patton 
(2008) highlights utilization-focused evaluation, emphasizing that data collection must 
directly inform decision-making. Kirkpatrick’s Four-Level Model (Kirkpatrick & 
Kirkpatrick, 2016) places participant reaction and learning outcomes at the foundation of 
evaluation, while Scriven (1991) stresses the importance of both formative and summative 
assessments. For non-profits, evaluation is often challenged by limited resources and 
diverse participant groups. Simple tools such as surveys and checklists provide accessible 
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methods for collecting reliable feedback without requiring advanced technology or 
extensive expertise. 

Practical Guide 

Post-Training Survey (sample items) 

• Overall quality: Excellent | Good | Fair | Poor 

• Relevance to role: Highly relevant | Somewhat relevant | Not relevant 

• Trainer effectiveness: Very effective | Effective | Ineffective 

• Open-ended: 

◦ What did you find most useful? 

◦ What areas could be improved? 

◦ Additional comments. 

How to use it: 

• Distribute immediately after the training (paper or online). 

• Analyze responses quantitatively (ratings) and qualitatively (comments). 

• Share results with trainers and stakeholders to foster transparency. 

Observation Checklist (sample format) 

How to use it: 

• Complete during training by facilitator or assistant. 

Participant 
Name

Engaged (Y/
N)

Asked 
Questions

Participated in 
Activities

Demonstrated 
Understanding

Example: John 
Doe Y Y Y Y

Participant A

Participant B
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• Mark behaviors consistently across participants. 

• Use patterns to identify strengths and areas for improvement. 

Case Study 

A women’s empowerment NGO in East Africa implemented these tools after noticing low 
retention in its digital literacy workshops. The Post-Training Survey revealed that 
participants found the content useful but struggled with the pacing. The Observation 
Checklist confirmed that many participants disengaged after 30 minutes of technical 
explanation. In response, the NGO restructured sessions into shorter modules with more 
interactive activities. The following training cycle showed a 40% increase in reported 
satisfaction and a measurable improvement in digital literacy test scores. 

Common Challenges and Tips 

• Low response rates: Keep surveys short and emphasize their importance. 

• Bias in self-reports: Complement surveys with observation data. 

• Inconsistent observation: Train evaluators on checklist use to ensure reliability. 

• Failure to act on results: Share findings with decision-makers and integrate 
feedback into redesign. 

Reflection Questions 

1. How do current evaluation practices in your organization capture both participant 
perceptions and observed behaviors? 

2. What risks might arise from relying solely on surveys or solely on observations? 

3. How can you use evaluation findings to strengthen accountability to funders and 
beneficiaries? 

4. What cultural considerations might affect how participants provide feedback? 
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Limitations and Considerations 

These tools provide a snapshot of participant experiences but do not measure long-term 
impact. Self-reported surveys may reflect social desirability bias, while observation 
checklists depend on the skill and objectivity of evaluators. To address these limitations, 
organizations should complement them with follow-up assessments or performance data 
where possible. 

Academic Value 

This Teaching Paper contributes to scholarship on training evaluation by translating 
established frameworks into accessible tools for practice. It demonstrates how theory 
(Patton, Kirkpatrick, Scriven) can be applied in non-profit settings, especially those with 
limited resources. By presenting concrete templates, the paper bridges the gap between 
academic evaluation theory and day-to-day organizational practice. 

Conclusion and Next Steps 

Evaluation is not an optional add-on but an integral part of the training cycle. By applying 
the Post-Training Survey and Observation Checklist, organizations can collect actionable 
data that improves program effectiveness and demonstrates accountability. The next step is 
to integrate evaluation findings into organizational learning systems, linking training 
outcomes to broader strategic goals. 
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