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 The teaching approach chosen 
 
Depending on the objectives, it is necessary to indicate the type of training expected, the 
teaching methods envisaged for the training activity: theoretical or practical; participative 
methods, use of the company’s own context; follow-up in the company. 
 
 Determining the target audience 
 
This phase specifies the personnel categories to be trained, as well as the number of 
persons and possible number of groups to be trained.  
 
Identifying the job types involved at the various steps of the process provides an 
indication as to the personnel categories that will be involved in the training. 
 
Also, the job/work position (staffing) sheet gives the number of persons, or the number of 
groups, that are to take the training. 
 
In addition, the population to be trained must be described: qualifications, seniority, 
responsibilities, job experience. These elements reveal any possible difference in level or 
heterogeneity among the participants.  
 
It may be useful to attach the position sheet or job type description when all the staff 
belonging to personnel category are being trained. 
 
 Length of training 
 
It is necessary to specify the number of days and the schedule (three times two days 
each, or three days per group, for example). 
 
It is important to note that the more the training is aimed at adopting new behaviours, and 
hence at the use of methods based on experimentation and case studies, the more 
training time will be required. 
 
If the number of days per person cannot be increased, it will be essential to work on the 
size of the groups and to favour groups with a maximum of 15 participants. 
 
It is useful to stipulate the maximum budget (see below) allocated for the training in order 
to avoid responses that go too far beyond the limits of the training project. 
 
 The completion deadline 
 
It is necessary to specify the desired training period, as a function of the harvest, for 
example. 
 
It is also useful to specify the deadlines for completing the entire training.  
 
This phase sets a schedule for the training activity and lists the main phases and steps. 
 
 The training venue 
 
It is necessary to indicate the site where the training will take place or stipulate any 
specific logistical requirements. 
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 Handling the training budget 
 
When specifying the amount of money allotted to the training, it is necessary to specify 
whether or not travel costs and/or per diem are covered, as well as documentation and 
logistical costs (the hiring of specific equipment or training space and meals). 
 
 Internal resources available for the training 
 
This phase concerns the possible availability of training rooms, equipment or internal 
trainers. 
 
 Constraints to be considered 
 
The purpose here is to state any recommendations on the content of the training.  
 
For example, it is necessary to indicate to the trainers whether a quality system has 
already been established or to state a client’s specific requirements. 
 
This heading also covers precise information on the steps that are to be carried out prior 
to the training (designation of a person or completion of a project, for example). 
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3.6.  Follow-Up and Essential Checklists 

3.6.1.  Recommendations for Follow-Up  
 
The logistical organization of a training activity is also a factor critical to success. 
 
The demands of the audience in this regard are sometimes extravagant, but they often 
correspond to the fact that the adults we are addressing see training as an investment (if 
only because of the time devoted to it). For this reason, the specific conditions under 
which the training is given constitutes a key element in evaluating the quality of the 
activity. 
 
From the trainer’s point of view, there is a double challenge: 

1. On the one hand, the quality of the logistics will be directly linked to the image 
he will give of the training, of himself and of the trainees. The environment in which 
the participants are received generally gives an impression of the consideration that 
is being given to them; 

2. On the other hand, the physical conditions under which a seminar or group training 
is being given will have a concrete effect on the trainees' understanding and 
retention of the information transmitted. 

 
This is why all trainers should pay careful attention to the optimal organization of the 
logistics. 
 
Here we present a checklist showing the essential elements to be taken into account at 
the various points in the training: 

1. Before the training (preparation of the programme); 

2. During the training (in the course of the programme); 

3. After the training (following the programme). 
 
The tasks are also arranged as a function of the actors who are in charge of each of 
them.  
 
The training unit organizes the general logistics of group training. Nevertheless, the 
trainer should verify whether all of the arrangements made are actually carried out.  
 
Apart from this verification, certain other activities are the responsibility of the trainer. It 
should be kept in mind that in another context all of the tasks identified here can be 
undertaken by the trainer himself. 
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3.6.2.  Checklist No. 1: Preparing the Training  
 
 Tasks to carry out with the Training Unit (general points that can be adapted) 
 
Organizing the training 
 

 Accurately identify the participants (CV’s) (unless it is the company that sends 
employees for training, for example); 

 Choose the dates for the training workshop; 
 Identify the resource persons and the potential invitees; 
 Send the invitations to the participants (include the objectives of the programme); 
 Send the invitations to the resource persons and the invitees; 
 Send a confirmation to the participants with a summary of the programme and 

information on logistics (include forms with travel information, if necessary); 
 Prepare the documents containing information on the location, the training site 

and the practical plans for hospitality. 
 

Logistics 
 

 Obtain the quotes from potential suppliers (rentals, meals, lodging, teaching 
equipment, for example); 

 Reserve the training rooms; 
 Make the preliminary arrangements for any lodging; 
 Schedule and reserve the sites, the transportation and the meals for special 

events; 
 Reserve the meeting rooms: a large conference room with enough seats and 

small (break-out) rooms for group work, provide for good ventilation, air 
conditioning, good lighting; 

 Organize daily cleaning of the rooms; 
 Send the list of necessary equipment to the local manager of the training site; 
 Check the existing technical equipment (power outlets, for example); 
 Provide for the preparation of any drinks and snacks and of meals; 
 Check the planning modalities: schedule of breaks and meals; 
 Organize any transport of the participants; 
 Reserve lodging for the trainers and for the participants. 
 Several days before the training, check all of the points mentioned above. 

 
 Tasks to be carried out by the trainer (general points that can be adapted) 
 
Organization of the training 
 

 Prepare the files for the workshop; 
 Prepare the teaching aids; 
 Identify the level of the potential participants (analyze the CV’s, for example); 
 Prepare the opening day programme, the schedule and the list of participants; 
 Make sure that the evaluation forms are prepared. 
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Logistics 
 
Send the training unit the materials needed for the training. For example: 
 

 Projector, screen; 
 Flip chart; 
 Paper (signs, A4 and A3 paper etc.); 
 Markers, ballpoint pens, pencils, felt tip pens; 
 TV, video; 
 Computer; 
 Sticky paper, thumbtacks, stapler, hole punch, scissors; 
 Collared cardboard; 
 Note books, scratchpads; 
 Extension cord; 
 Connection wire. 

 
 
3.6.3.  Checklist No. 2: During the training  
 
 Tasks to be carried out with the Training Unit (general points that can be 

adapted) 
 
Organization of the training  

 Check the expenses against the budget set. 
 
Logistics 

 Finalize the lodging arrangements; 
 Organize the travel by air, train or bus for special activities and on-site 

movement; 
 Help the participants to prepare their departure 

 
 Tasks to be carried out by the trainer (general points that can be adapted) 
 

 Check that all of the points mentioned above have been covered. 
 
Organization of the training  

 Take the roll; 
 Prepare the list of participants with their respective addresses; 
 Provide the certificates of participation in group training. 

 
Logistics  

 Provide for and organize a group photo; 
 Check that the materials are on hand in the training room; 
 Check that the equipment is properly functioning. For example: 

- The lighting; 
- Ballpoint pens, markers and felt-tip pens 
- The projector bulb; 
- Functioning of the electric outlets. 

 Check the timing and arrangements for the drinks, snacks and meals. 
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 And don’t forget… 
 

 The choice of clothes, colours and accessories (your appearance is the first 
message you send); 

 Your expression, the first contact between you and the participants; 
 Make your voice, your gestures and your words suitable; 
 Channel and use your stage fright. 

 
 Verification of the materials and spatial organization 
 
First of all, any teaching materials to be used must be checked for their availability and 
good working order: blackboard, markers, paper refills, projector, screen, television, 
video, etc. 
 
It is also useful to provide for and prepare the layout of the 'classroom', particularly the 
chairs, tables and teaching equipment. 
 
The trainer should arrive before the training gets under way in order to check the 
equipment and organize the physical layout of the room. 
 
The objective is to arrange the sites in such a way that each participant can see the 
facilitator and the teaching tool (blackboard or screen, for example) and so that the trainer 
can see everyone (no participants to the right or left of the trainer on the same level) 

 
For the reason, the recommended arrangement is as follows: 
 

 
 

The trainer is near the participants. Visual contact 
with each one is facilitated by his position 
(Photo by B. Schiffers).
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Arrangements to be avoided are: 
 

 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 
3.6.4.  Checklist No. 3: After the training  
 
 Tasks to be carried out by the Training Unit (general points that can be 

adapted) 
 
Organization of the training  
 

 Send the evaluation report to PIP; 
 Complete the billing, including any expenses of the trainer. 

 

School, type,  
the participants undergo 
being informed, 
they are passive. 

 

This position promotes 
clanishness and clashes. 

The facilitator is not in 
a distinct position. 

(The same when he 
sits with them at the 
table.) 
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Logistics 
 

 Send the participants any additional documents they requested during the 
training. 

 
 Tasks to be carried out by the trainer (general points that can be adapted) 
 
Organization of the training  
 

 Prepare a table with the evaluation results; 
 Prepare, finalize and reproduce the final report and recommendations. 

 
Logistics  
 

 Be sure to return the equipment in good condition. 
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4.1.  How Do the Trainees Memorize a 
Message? 

4.1.1.  A logic of interest… 
 
The more the content and the methods used engage the participants’ interest, i.e. the 
more they resonate with them personally, the more favourable it will be for the learning 
conditions. 
 
It is the responsibility of the trainer to capture this interest by seeing things from 
the viewpoint of the trainees: 'Beyond the knowledge that I find valuable, what is 
the participants' interest in learning this?' 
 
This is the first question. If the value is not evident from the trainer’s viewpoint, it will be 
up to him to make clear why they have an interest in mastering this knowledge (see the 
SIOM technique). 
 
Moreover, arousing and keeping the trainees’ interest is an essential task both for the 
trainer and the trainees throughout the various learning sequences. 
 
The trainer should think about: 'What will they do, after the training, with the knowledge, 
techniques, tools and methods that I have transmitted to them?' 
 
It is important to maintain a balance between the level of the task and the interest. If 
attention drops as the level of difficulty increases, the training runs the risk of not 
achieving the objectives set and of being ineffective since it will not produce the planned 
effect. What’s worse, this could lead to unforeseen negative effects that hinder the 
desired learning. 
 
 
4.1.2.  … that impacts the concept of learning sequences … 
 
A number of training activities contain a practical facet and a theoretical facet. 
 
The trainer must get rid of a preconception that the training must be: 

 Theory and 
 Practice 

 
The retention of knowledge, of techniques for example, is based on a constant back and 
forth between theory and practice, between learning and doing, between analysis and 
synthesis. 
 
The theory will be easier to memorize if the explanation is linked to its application. 
 
Generally speaking, to sustain the trainees’ interest, the teaching methods should vary 
and multiply the occasions for behaviours that make communication more effective 
(questioning, teaching aids and group work, for example). 
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4.1.3.  … where the trainee is an actor 
 
Someone who attends training without having a clear perception of its purpose has less 
chance of applying what he has learned on the job. 
 
For this reason, the trainer must never forget that the trainee: 

 Is not taking the training, but participating in it; 
 Knows where he is going and understands the objective; 
 Feels that he is useful and not being manipulated; 
 Is being recognized and not being judged; 
 Learns better when he can use and apply what he is learning. 

 

Restraints on training Motivations for training 

 Effort  Better mastery of one's job 

 Risk and fear of failure  Improving current job 

 Not believing in his capabilities  Broadening field of competency 

 Being ashamed of recognizing his 
gaps 

 Intellectual curiosity 

 Little interest in the training  Hope of being promoted 

 Not understanding the objective of 
the training 

 Training that is valued within and 
by the company 

 Being satisfied with his situation  Need to prove himself to himself 
and others 

 Fear of the unknown  Preparing his future 

 Fear of being judged  Desire to overcome one's 
problems 

 No hope of development  Competition and emulation with 
his co-workers 

 Resistance to change  Concern about not falling back 

 Fear of punishment  

 
The table on the following page summarizes the behaviours that the trainer should adopt 
as a function of what promotes memorization by the trainees. 
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We understand and retain 
better: Therefore, the trainer should: 

What is well structured and 
presented in a clear and 
intelligible way. 

 Endeavour to be clear, simple and precise; 
 Make the structure explicit when making 

transitions; 
 Present and display the training schedule and 

the plan of action; 
 Use terminology that is accessible to everyone. 

What we have in part 
discovered for ourselves. 

 Permit the trainees to discover certain messages 
and ideas for themselves by using active 
methods; 

 Ask the trainees the greatest possible number of 
questions and let them ask questions in turn. 

What we have had occasion 
to experience and use. 

 Permit the trainees to apply the knowledge that 
has been presented to them. 

What we have learned and 
at the same time 
understood. 

 Use training aids and visual supports 
(documents, objects, slides and tables, for 
example). 

What relates to what we 
already know. 

 Explain by analogy; present the new in 
comparison with the old, the unknown in relation 
to the known. 

What has been written or 
presented several times in 
different ways. 

 Reformulate; 
 Summarize and remind, or ask the trainees to 

do so. 

What is connected to 
memorization techniques 
(numbers and abbreviations, 
for example). 

 Use memorization techniques as often as 
possible. 
The simplest: if you present 7 safety measures 
or 5 phases in carrying out a procedure, say or 
write that down and/or provide a teaching aid 
that facilitates memorizing it. 
In addition, the mere fact of giving a number 
(seven or five) facilitates memorization. It is 
easier to retain the elements that make up a 
series if we are able to refer to the number. 
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4.2.  Three Training Styles 

4.2.1.  The Formal Lecture Method 
 
Principles 
 
1. Transmission of knowledge in the form of a lecture or presentation. 

 
2. Facilitates time management time and makes it possible to transmit the maximum 

amount of information in the minimum time. 
 

 
 
 
What I do:          
           
I make a detailed plan.   Formal lecture 
I limit the presentation to   method   What the 
minutes.        trainee does: 
I use concrete examples.              Recommended    
I ask questions in order   to enable   Listens. 
to mobilize the attention   the trainee   Thinks. 
of the trainee.    to identify   Reacts to my 

    the steps in   questions. 
     In a process 
 
 
 
 
 
 

Precautions 
 
Limit the length of the lecture. 
 
Use it more in the form of a summary after active participation by the trainees. 
 
Use visual aids, examples, stories, anecdotes etc. 
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4.2.2.  The Demonstration Method 
 
Principles 
 
1. I show. 

 
2. I have the trainees do. 
 
3. I have the trainees speak 
 
 
 
 
 
What I do:          
           
I show and the trainee observes. Demonstration   What the 
I ask the trainee to    method   trainee does: 
repeat what he has learned.        
I have the trainee do it. He  Recommended   He observes. 
reproduces it and explains  when    He listens. 
the way it is done.   on-the-job   He repeats. 
I check and correct.    or case study   He reproduces. 
I ask the trainee to     training is involved.  
say again what he has done.      He acts. He 
         tests. He asks. 
I summarize. 
 
 
 
 

Precautions 
 
This is an effective method for learning a precise technique. 
 
The situation gives a sense of security to the trainer and the trainee. 
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4.2.3.  The Discovery Method 
 
Principles 
 
1. Have the trainee learn by trial and error.  
 
2. Mobilize the trainee’s personal experience to assess a situation and solve a problem. 
 
 
 
 
 
 
What I do:          
           
I give instructions and the  Discovery   What the 
necessary information for  method   trainee does: 
the problem that is to follow.       
I provide the tools.    Recommended   Thinks. 
I am available.    when the   Discovers on  
I am the 'resource         audience is    one's own. 
person' during the work.  far from the subject.  Experiences 
I summarize, drawing on      own solutions. 
the solutions proposed by the       
trainee. 
 
 

Precautions 
 
Give the information and instructions gradually, in small doses. 
 
Avoid giving the trainee the feeling that he is being 'trapped'. 
 
Evaluate the difficulties of the proposed exercise ahead of time. 
 
Devote time to the summary. 
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5.1.  Why and How to Evaluate Training 

5.1.1.  Why Evaluate? 
 
The evaluation should be carried out from different perspectives depending on 
whether it concerns results or the process. 

 
The trainer wants to evaluate the results: 
 Either in terms of effectiveness: To what extent were the objectives achieved? 
 Or in terms of the effects produced: Did the training have effects that were not 

foreseen in the objectives and were these effects positive or negative? 
 

The trainer wants to evaluate the process: 
 Either with a view to making an adjustment: Were the means employed suited to the 

initial objectives? 
 Or to verify consistency: Were the various teaching sequences consistent with each 

other? Was this training consistent with the other training activities? 
 
The evaluation is not a punishment. The evaluation should be performed on the basis 
of explicit criteria, using methods that are suited to the objectives of the training. 
 
Evaluating means making a value judgment on the results of the training in order to 
compare them with the objectives that were sought. This judgment is made either during 
the training or at its conclusion. 
 
Evaluating also means examining how the participants perceived the process set 
up by the trainer. It is important to have the trainees give a value judgment on, for 
example, the system constructed by the leader, the various types of exercises, the 
training aids and the logistical conditions. 

 
 
5.1.2.  How to Evaluate? 
 
The evaluation is a measurement of what actually happened during the training in order 
to evaluate the extent to which the objectives were achieved, before the trainees find 
themselves on their own on the job. The evaluation should be designed to determine if a 
training activity should be continued, changed, or abandoned. 
 
The evaluation is a check on the training as a whole. Various parameters can be 
established: content, knowledge acquired by the trainees, logistical conditions, relations 
with the trainer, teaching methods etc. 
 
Specifically, the evaluation is a way of measuring whether the 'contract' between the 
trainer and the trainees, as well as the contract between the trainer and the person 
ordering the training (see the training specification), have been fulfilled and if the 
conditions for implementation have been met. 
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The evaluation possibilities should specify factors that can be expressed 
numerically (such as the number of persons involved, the time devoted to the 
activity and the money spent, as well as the rate of success on a multiple choice 
questionnaire), although a qualitative evaluation is also essential. 
 
Four factors converge to determine the quality of the training system: 

1. Clear identification of the needs and the personnel: Does the training respond to 
the right question? Was the target audience well chosen? 

2. Timing: Was the time right in relation to the needs? 
3. Quality of the teaching: Relevance of the objectives? Of the program? Of the 

methods? Of the duration? Of how it was spread over time? Of the trainers? Of the 
balance between theory and practice? 

4. The results expected and achieved: awareness in the persons concerned – 
participants and managers – and confidence in the results expected and achieved. 

 
 
5.1.3.  What Methods Should Be Used? 
 
The most commonly used methods are: 
 Questionnaires (ex: tests, multiple choice questionnaires, and open questions); 
 Discussions (ex: individual or group discussions); 
 Personal training reports (ex: log books and summaries); 
 Evaluation interviews by management. 
 
The quality of these methods will depend on how well suited they are to the situation and 
their connection to the training methods. 
 

 

Important comments 
 

Evaluation of the trainees can be done before the training starts. This concerns 
measuring the level of knowledge of the subject matter before it is presented in order to 
adapt the presentation to the level of the audience. It may also relate to evaluating the 
prerequisites to be met in order to enrol in the training. 
 

The evaluation can also be done several weeks or several months after the training 
has taken place. This is done, for example, to measure the transfer of knowledge on 
the job or the behaviours of the trainees, and way the content of the training has been 
applied. 
 

We will focus on the evaluation carried out during or at the end of the training, and 
especially on the evaluation of the teaching and of the situation. 
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5.2.  The Levels of Evaluation 

5.2.1.  The Four Levels of Training Evaluation  
 
 Evaluation of the teaching: i.e. the knowledge acquired in relation to the teaching 

objectives and the integration of that knowledge; 
 Evaluation of the participants’ satisfaction, i.e. their on-the-spot opinion of the 

performance; 
 Evaluation of the transfer of knowledge to the work situation, i.e. application of the 

knowledge acquired; 
 Evaluation of the effects (impact) of the training, i.e. achievement of the individual 

and group objectives that were established as they relate to the objectives of the 
person ordering the training and the purpose of the training. 

 
 
5.2.2.  Evaluation of the Teaching: When to Evaluate? 
 
 During the training 

 
Each participant comes to the training with certain ideas, with his own personal 
'knowledge'. It is of interest to measure this, to evaluate this 'knowledge' at the 
beginning. An initial test, followed by retesting during the training (see below) serve to 
evaluate how this knowledge develops and detect any gap with respect to the initial 
objectives. 
 
Over the course of the various training sessions, the trainer should verify what 
knowledge has been acquired. Thus, it is necessary to avoid questions such as 'Did 
you understand me?' since this question is relevant only if the trainees answer 'no', which 
does not often happen. 
 
After a lecture or presentation, the trainer should formulate an open question, such as 
'Are there any questions about things needed clarification or that you did not 
understand?' 
 
To evaluate understanding during the training, the trainer can use various methods: get 
the trainee to state what he has retained, present a precise item of they have seen, or 
test what has been learned by putting forward practical cases. 
 
 Evaluation at the end of the training 
 
This type of evaluation will be better perceived if it is announced at the very start of the 
training and if the objectives and criteria of the evaluation have been stated explicitly. 
 
For the trainer, the challenge is to choose measurable indicators and significant 
observable results. 
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The final evaluation should thus be based on: 
 The initial objectives, rigorously formulated, i.e. by specifying the expected 

observable behaviour; 
 Performance standards that are developed initially, i.e. concerning precise results 

that are expected and that will determine whether or not the objectives have been 
achieved. 

 
The final evaluation can also be a check intended to compare the trainee’s performance 
with the training objectives that were established in advance. 
 
This comparison is possible only if: 
 The objectives have been defined with sufficient precision; 
 The conditions under which the observed behaviour is to be performed have been 

specified; 
 The performance standards have been set. Here it is necessary to specify the 

acceptable minimum along the evaluation continuum used (12 out of 20 or 5 out of 
10, for example). 

 
 Evaluation of the teaching in group training activities 
 
Each group training program must be evaluated in writing by the individual participants. 
Multiple choice questionnaires with a certainty index can be used. 
 
 
5.2.3.  Evaluation of Satisfaction: How to  be a facilitator? 
 
During, or more often at the end of the training, various aspects of the training are 
evaluated while the experience is still fresh. For example, evaluation of the content (the 
level of difficulty, for instance), relations with the trainer, practical organization (exercises 
and lectures, as well as the physical conditions), utility of the training as a whole. This 
evaluation can be done orally or in writing. 
 
The trainer frequently tries to obtain feed-back from the trainees regarding 'what they 
think about the training.' To avoid self-satisfaction and to learn from this exercise, the 
trainees must be given precise evaluation criteria, in particular: 
 They should recall the objectives and place the results in that context; 
 They should recall their expectations and place their results in that context; 
 They should describe the problems that still remain for them to solve for themselves; 
 They should identify the obstacles to application, in relation with their own 

environment. 
 
It is more effective to organize this type of evaluation in two different steps: 
 In small subgroups (or individually) without the leader; 
 Then in a large group (a full session) with reading and discussion of the reports made 

in the subgroups. 
 
An alternative with large groups is to give each participant a sheet to fill out individually 
(see below). It is useful to specify that what is being sought is their personal evaluation of 
the various dimensions and to make sure that the questionnaires are anonymous in order 
to avoid any self-censorship. 
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Moreover, the training as a whole should be part of a follow-up process. This implies the 
involvement of management (the persons who hold the authority) in applying the 
elements presented during the training. For this reason, it is unquestionably of interest to 
invite the management to attend and participate in the final evaluation. 
 
The following pages present a model evaluation grid that can be used with the 
participants during the training. 
 
 

Overall Evaluation of the Training 
 
To what extent are you satisfied with (check the box): 
           
 The overall structure of the training? 

 
 Very unsatisfied                    Very satisfied 

 
Duration of the training 1 2 3 4 5 6 7 8 9 10 

           
The schedule 1 2 3 4 5 6 7 8 9 10 

           
Logical order of the 
training sequences 1 2 3 4 5 6 7 8 9 10 

           
Alternation between 
practice and theory 1 2 3 4 5 6 7 8 9 10 

                     
The methods used 1 2 3 4 5 6 7 8 9 10 

           
Suitability of the content 
and duration 1 2 3 4 5 6 7 8 9 10 

 
 
Logistics 1 2 3 4 5 6 7 8 9 10 

 
 

 
 

         

 The quality of the teaching material? 
 
Written aids  1 2 3 4 5 6 7 8 9 10 

 
           
Presentation aids  1 2 3 4 5 6 7 8 9 10 
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How the trainers ran the 
course 1 2 3 4 5 6 7 8 9 10 

 
 

          

Achievement of the 
objectives 1 2 3 4 5 6 7 8 9 10 

           
           
Understanding of the 
objectives 1 2 3 4 5 6 7 8 9 10 

 
 

          

 How would you evaluate your own personal development? 
           
Technically 1 2 3 4 5 6 7 8 9 10 

 
With regard to learning 1 2 3 4 5 6 7 8 9 10 

  
 
 Your comments, impressions and feelings: 

 
 
 
 
 
 
 
 Your suggestions for improving the system: 

 
 
 
 
 
 
 
 What types of teaching aids would you like to have available to carry out the training? 

 
  

Chapter 5 
Evaluating the 
Training 



84
 

Personal Notes 
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6.1.  Training Aids 

6.1.1.  Training Aids 
 
All training activities are based on 'aids' and rely on 'tools' that should adapted to their 
use (depending on the type of training to be carried out) and to the target audience. 
 
The same type of tool or teaching aid is not suitable for all training activities. During 
phase 1 of PIP, the Training Branch created and developed a series of aids and tools 
adapted to the training objectives and the level of the target audience. 
 
The table below makes it possible to understand the value and purpose of each type of 
aid: 
 
Aids Intended target audience 

(in order of priority) 
Types of training 

Training Manuals ACP experts 
Managers 
Qualified supervisors 
Supervisory staff 
Public service personnel  
Heads of PO 

Training of trainers 
 
Group training 
 
Distance learning (supplement) 

Self Assessment 
Guides (SAG) 

ACP experts 
Managers 
Qualified supervisors 

Group training 

Application Guides Managers 
Qualified supervisors 
Mid-level supervisors 
Small producers 

Group training 
In-house training 

Brochures Mid-level supervisors 
Foremen 
Technicians 
Workers 
Small producers 

In-house training 
Awareness activities with small 
producers 

Videos (sequences) Mid-level supervisors 
Foremen 
Technicians 
Workers 
Small producers 

Group training  
Awareness activities with small 
producers 

Radio messages Small producers Awareness activities with small 
producers 
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6.1.2.  Training Manuals 
 

The PIP training manuals are primarily intended for ACP experts in order to help them in 
their work:  

1. Consultants to companies: by improving their technical level and providing to 
them, in a pre-digested and comprehensible form, technical and scientific 
information on all aspects related to the production and processing of fruits and 
vegetables in the context of international trade. 

2. Trainers of the managers and supervisors of these companies: by structuring this 
mass of information by subject and then by chapter in order to facilitate their 
learning of the material to be reproduced. 

 
The PIP training manuals are also intended for managers and some of the more qualified 
company supervisors (3-4 years post-secondary school education). They are primarily 
intended for company supervisors who are involved, the directors of quality and/or 
traceability, the heads of production and the packing station chiefs. These manuals are 
also of interest for professional organization heads and coordinators, training personnel, 
personnel of certain government agencies (the Ministries of Agriculture, Health and 
Trade), personnel responsible for phytosanitary regulations, laboratory directors, program 
directors and others. 
 
The purpose of the PIP training manuals is to assemble, in a accessible and summary 
form, all of the technical knowledge necessary to cover all of the subjects dealt with by 
PIP. They readily go beyond the strict boundaries of plant production as needed so that 
the experts and company supervisors will have a broad view of the issues (for example, 
occupational hazards, health risks, quality activities or regulations) and to arouse their 
interest and curiosity regarding the subject. It is necessary to guide the experts, 
managers and technical-level supervisors sufficiently so that can then progress by 
themselves (the manuals include a glossary and list of reference texts or works and web 
sites to consult for further knowledge). 
 
The manuals are highly structured summaries that greatly condense the concepts that 
are addressed. The content is at a relatively high level and is sufficiently complete to train 
experts or executives who are specialists in the matters covered and who will later find 
material to deepen their knowledge. In general the presentation is illustrated (drawings, 
diagrams, figures, photos and examples) in order to facilitate understanding and help the 
experts to choose from among the illustrations the ones that will be presented during the 
group training activities. 
 
Much care has gone into preparing the PIP manuals because: 
 They constitute the basis, the foundation of technical knowledge and summarize all of 

the key messages of the program. It is on the basis of the manuals that all of the 
other aids are written and created, particularly the distance learning materials; 

 They are available at all times as reference works for all of the beneficiaries; 
 They are indispensable aids during group training. 
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In the case of distance learning, the manuals can be a supplementary aid for the learner, 
who can consult a detail in the material at any time or make notes in the margin. The 
manuals are designed to present the subject matter by theme, and learning on electronic 
media makes it possible to establish connections between the areas of subject matter. 
 
The PIP manuals are produced in several 'layers': 
 At the sector or branch level: through the SAS Guides; 
 At the company level: through the Application Guides, brochures and videos; 
 At the small producer level: through brochures, videos and radio messages. 
 
 The Self Assessment Guides (sector SAG) 

This is a new aid developed by the PIP for the principal branches of production involved 
in the program in order to convey concretely the theoretical elements related to health 
safety (also covered, for example, in the manuals) so they can be adopted in the 
companies or by a sector. The SA Guides are primarily intended for the POs and the 
companies active in a certain field (a 'sector'). They are prepared in strict coordination 
with the sector involved, the representatives of government agencies and all of the 
potential users (the members of the POs) who have been identified and invited to 
participate in their preparation. The SA Guides have been prepared, at the request of the 
sectors, by ACP experts with the coordination of the Training Unit. 
 
A 'Sector Guide' is at the same time a reference document for the producers in a sector 
and a working document, a guide for the companies: 
 As a reference document, it must indicate the area of application of the guide (the 

type of produce) and summarize all of the legal requirements that are imposed as to 
health and phytosanitary measures for the sector (regulations and national and 
international standards). The guide contains the principles for analysis of all the risks 
recognized as relevant for the sector, as well as the control measures that the sector 
recognizes as appropriate and economically viable for itself, with the agreement of 
the local authorities. Finally, the guide covers all of the elements to be monitored (in 
the form of a checklist) and to be traced, along with the samples to be taken (their 
nature, frequency and place), the audit conditions, the measures taken in case of 
noncompliance etc. The user should be made aware and encouraged to take 
responsibility. It is necessary to explain to him why he should apply the guide and 
observe the self assessment measures. The importance of self assessment  and of 
assuming the  responsibility associated with it should be clearly demonstrated. A user 
aware of the objectives will be more convinced to put a self assessment system in 
place and to apply and maintain it. 

 As a practical guide, it is a 'user’s guide', explaining who it is intended for and how to 
use it (for example, drawing attention to certain aspects that promote ease of use and 
application of the guide). It should induce the producer to apply the guide’s 
recommendations in his own operations (review risks under his own conditions and  
organize the traceability, control measures, and self assessment to be put in place). 
The user has to find it easy to navigate the guide (a clear table of contents with a 
brief comment indicating what data can be found in the guide). Given that the guide is 
used to meet legal requirements, it indicates clearly in what way the monitoring 
provisions suggested in the guide make it possible to respond to the regulatory 
requirements. It is very important to indicate how the recommendations can be 
specifically used. Consequently, there is a step-by-step explanation of how the user 
can use the guide to set up his own self assessment system, adapted to the context 
of his operation. 
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The Training Unit has two objectives: 
 To develop these aids for different sectors (an SA Guide has been prepared for 

mangos and dried mangos). 
 To train the ACP experts and relevant public employees in preparing this type of 

document. 
 
 Application Guides 

This new aid is intended to convey in a concrete manner the theoretical elements relating 
to health safety and the other aspects covered in the manuals (risks associated with the 
use of dangerous substances, the impact of practices on the environment, essential 
health conditions etc.). They guide the monitoring measures to be adopted in companies 
and the good practices to be implemented by all personnel.  
 
The application guides are primarily intended for mid-level supervisors. They are practical 
illustrated documents that serve as handbooks' and guides for implementing good 
practices (with photos and diagrams) and verifying compliance with instructions 
(assessment checklists). They present the activities to be carried out in successive steps 
and the elements to be mastered in a logical order based on the process (diagram of 
activities). 
 
The Training Unit, in cooperation with the SMS experts, has developed four Practical 
Guides: 
 An Application Guide on Implementation of a Food Safety Management System 

(FSMS) 
 An Application Guide on Implementation of a Traceability System 
 An Application Guide on Implementation of a Zero-Residue Crop protocol 
 An Application Guide on Implementation of Environment Friendly Growing and 

Phytosanitary Techniques 
 
As needed, other practical guides may be envisaged (for example, a guide on changing 
to organic agriculture). 
 
 Brochures 
 
The PIP brochures are primarily intended for technicians, workers and small producers in 
order to remind them of the rules that have to be followed (the 'good practices'). 
 
They are a simplified summary of all of the 'key messages' and are generally illustrated 
with a drawing or photo. Ideally, they are translated into the local languages. They may 
be distributed at the time of the awareness-building activities or during the in-house 
training. 
 
 Videos 
 
This new aid illustrates with images good crop growing practices, the safe use of 
pesticides, the health monitoring practices to be adopted in the companies and, 
generally, all of the good practices to be observed by the personnel. The video 
sequences are available primarily for the use of supervisors for in-house training and the 
training directed to outgrowers (projection and comments). Ideally, they are narrated in 
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the local languages. They can play the same role as the brochures and do not require 
knowing how to read.  
 
The video sequences can illustrate certain technical aspects (like photos, but with 
movement added) or report eye-witness accounts (for example, interviews with 
executives, laboratory heads, importers, phytosanitary monitors, customers and 
consumers).  
 
In addition, the video sequences can be podcasts of class sequences. They can also 
record training given by experts who cannot travel. 
 
They are developed in cooperation with the ACP experts. 
 
 Radio messages 

 
This new aid broadcasts awareness-building messages intended for small producers with 
a view to inducing them to change their practices and protect their health (personal 
hygiene and wearing protective equipment, for example) and their environment. The 
subjects that are addressed touch on the impact of production techniques on their health, 
on water quality, erosion and soil fertility and on biodiversity. 
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6.2.  Teaching Tools 

6.2.1.  Teaching Tools 
 
The aids used during collective or group training are supplemented by tools that facilitate 
self-learning (e-learning or blended learning) or that help the supervisors develop their 
reflection and critical sense (self-evaluation tools for the practical exercises). To facilitate 
the work of the trainers, a series of learning tools (training handbooks) are suggested to 
help: 
 The ACP experts train other experts and company managers and supervisors. 
 The supervisors train their personnel or the small producers. 
 
The table below makes it possible to understand the area of interest and objective of 
each type of teaching tool: 
 

Tools Intended target audience 
(in order of priority) Types of training 

Training 
Handbooks 

ACP experts 
Managers 
Qualified supervisors 

Group training 
In-house training 

Teaching 
Videos 

ACP experts 
Managers 
Qualified supervisors 

Training of trainers  
Group training 

Training 
Notebooks  
and Leaflets 

ACP experts 
Managers 
Qualified supervisors 

Group training 
In-house training 

Field Training 
Workshops 

Foremen 
Technicians 
Small producers 

In-house training 
Awareness-building activities for 
small producers 

Tool Box 
(blended 
learning) 

ACP experts 
Qualified supervisors 
Public service personnel  
Heads of PO 

Group training 
Individual training 

E-learning 
platform 

ACP experts 
Qualified supervisors 
Public service personnel  
Heads of PO 

Individual training 

Self-evaluation 
tools for 
practical 
exercises 

Qualified supervisors 
Foremen 
Technicians 
Small producers 

Group training 
In-house training 
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 The Training Handbooks 
 
The Training Handbooks explain how to implement the various types of PIP training: 
purpose of the training, teaching goals, system(s) to use, recommended methods, 
principal teaching sequences, available aids, recommended evaluation etc. 
 
From the practical viewpoint and without being too constraining, it helps the training 
facilitator allow room for the creativity of the expert, be flexible and adapt to 
circumstances. These guides show how the training 'unfolds', stressing the key 
sequences and the logic of how they succeed each other. The connection between the 
sequence and the teaching aid will help the trainer prepare his material in a timely way. 
The timing given is illustrative to help in judging the weight to give to the various 
sequences and the importance of each one. 
 
 The Teaching Videos 
 
The video is also a helpful tool in assisting the ACP experts to train other trainers. 
Thanks to the images, the trainer can easily: 
 Illustrate a training method (particularly in the case of group sessions); 
 Show how a sequence unfolds; 
 Demonstrate an effect on the participants (for example, the positive or negative effect 

of a nonverbal communication); 
 Present an on-site exercise. 

 
In the organized training activities, the video can be used to illustrate how the teaching 
sessions succeed each other and the kind of effect that is expected. For the supervisors, 
the image will be more eloquent than the text of the Training Notebooks. Rather than 
repeating all of the training activities in the presence of the trainees, the trainer can focus 
on some examples and make the video sequences available for the 22 training activities, 
along with examples of the warm-up sequences (the theatre forum). These video 
sequences are available on the training platform. 
 
 The Training Notebooks and Leaflets 

Each Training Manual has a Training Notebook and leaflets for each chapter. This is a 
document of no more than two or three pages that covers a summary of the following 
elements: 
 The key messages: These present the important messages (around five to ten) that 

the trainer should pass on to the trainees for the chapter in question. Thus, this is 
helps the trainer in sorting out the mass of information covered in the text. The trainer 
can, for example, prepare a series of Power Point slides and check that the important 
messages have been covered; 

 The teaching objectives. They present what the trainees are supposed to know at the 
end of the sequence; 

 Advice regarding the various sequences to be planned for this material. 
 
The teaching leaflets are mainly used in group training or in some in-house training. They 
are grouped by manual in a notebook carrying the same title. 
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 Field Training Workshops (FTW) 
 
The PIP Field Training Workshops (22 subjects each presented in a single 'notebook') 
have been designed to help the target audience understand the 'rules' (the good 
practices) to be observed throughout the production process so that the produce that is 
harvested and processed will conform to the regulatory standards and requirements. 
These activities are organized by subject and are presented in a simple and colourful 
manner, working with analogies. 
 
The FTWs illustrate in particular the subjects of interest to the workers and small 
producers, to whom they are first and foremost directed. 
 
They are offered both to build awareness in the outgrowers of fruits and vegetables 
intended for export who work in cooperation with one or more companies, or to train the 
company workers. In this case, the training is organized for specific moments in the 
season, week or day depending on the growing schedule and the availability of the 
supervisors who serve as facilitators.  
 
The FTWs take place in the company, in a classroom or in the open depending on the 
audience and the subject being covered. They can be grouped, but they are designed so 
that they can be shown separately. However, there is a logical order to their presentation 
within each subject (the numbering order of the FTWs). 
 
The objective of each activity is to have the participant understand his interest in applying 
the rules and the impact of his behaviour on the health quality of the produce.  
 
By explaining and demonstrating, it is possible to bring about voluntary support for the 
quality objectives and positive participation in the production process. This teaching 
method should lead to lasting change in the behaviours (i.e. work habits) of the 
operators, and observation of good practices.  
 
The FTWs can also serve as training aids for the trainers in illustrating or introducing a 
subject or making it more attractive. This is why the Training Unit has developed these 
materials. This type of tool is a good teaching aid in order to launch a question and 
answer discussion with a group of students (for example, training of agricultural 
technicians). 
 
 Self-training and self-evaluation tools 

 
In order to achieve the objectives of strengthening performance and supporting the 
company projects, it is necessary to encourage individual learning, both in the way the 
content is approached (all or part of one or more manuals) and in the pace of learning.  
 
These tools offer training that is available to all of the operators (experts, managers, 
supervisors, public employees, PO etc.). 
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Two tools are available: 
 A 'competency self-evaluation space' and a 'self-training' tool, via a training portal 

accessible on the PIP web site using an identification code and entry of the 
participant’s personal information. The training is required to start with an evaluation 
of the participant’s needs (the participant’s own statement). A software program 
determines the current competency profile (level, function, activities) and the skills 
that are expected. All of these data form a personalized training programme. It will 
include: (a) the course recommended to him in the Tool Box (for example, a 
preferable list of 'training capsules' to be selected); (b) the group training to follow; (c) 
the desirable individual capacity building. 

 An updated version of the Tool Box makes it possible to work 'off-line', using updated 
content and new themes (drawn from the training manuals). It breaks up all of the 
material (11 manuals) into 'capsules'. These are actually a 'learning space' consisting 
of subgroups of texts grouped around a central subject, making it possible (thorough 
hyperlinks) to move freely among the subjects. There are thus no longer 'topics' as 
such; it is possible to pass from one subject to another and from one capsule to 
another depending on the participant’s interest and selections. 

 
Operated by the Training Unit, distance learning (or training in an offline-online mode) 
also makes it possible to assure mastery of the content, particularly by company 
supervisors. The great advantage of this tool is that the participants learn at their own 
personal rate, but are required to go through all of the concepts that are presented in 
order to pass the questionnaires. When used before the training of trainers or group 
training, it frees up time that is normally spent in lectures, so that practical exercises can 
be performed. 
 
Thanks to the new content of the manuals included in this tool, the distance learning 
offered is considerably enhanced. In addition, the quality of the PIP training is 
strengthened by following a system to certify the results achieved by the participants at 
the end of the individual training course,. 
 
 Tools for self-evaluating practical exercises 
 
This is a new tool directed to company supervisors. It is available in two versions: an 
electronic version (entry of data on the PIP portal) and a print version. This tool, which is 
presented in the form of question sheets and a scoring scale, is used to test the practical 
exercises presented within the company and give an assessment1 that measures the gap 
between the situation that is observed and an ideal situation. 
 
Thanks to presentation of the results in the form of graphs the learners can immediately 
see their strong points and the points to be improved. 
 
  

                                                 
1  Assessment: An evaluation technique through simulation that makes it possible to evaluate the 

competencies and individual potential of supervisors who have been recruited or promoted from 
within. 
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Personal Notes 
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Most used abbreviations and acronyms  
 

ACP 
African, Caribbean and Pacific (Group of ACP States that have signed a 
series of agreements with the EU, called the 'Cotonou Agreements') 
 

ADI Acceptable daily intake (in mg/kg bw/day) 

AOEL  Acceptable operator exposure level: Acceptable level for operator exposure 
when pesticides are applied 

ARfD Acute reference dose 

CAS Chemical Abstracts Service. Registration number for chemical substances 

CCP Critical control point (under the HACCP method) 

CLP The CLP Regulation is the name given to Regulation (EC) No 1272/2008 on 
classification, labelling and packaging of substances and mixtures 

CMR Carcinogenic, mutagenic and reprotoxic substances 

CSR Corporate social responsibility 

DT50 Half-life of a substance in a given soil (in days) 

EC Emulsifiable concentrate, liquid formulation of a solvent-based pesticide 

ECR Emerging chemical risk 

EMS Environmental management system 
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EPA Environmental Protection Agency (USA) 

EPPO European and Mediterranean Plant Protection Organisation 

ETI Ethical trading initiative 

EU European Union  

EVPP Empty pesticide product containers 

EvRP Evaluation des Risques professionnels (equivalent to HIRA - Hazard 
identification & risk assessment) 

FAO Food and Agriculture Organisation: UN organisation that addresses food 
security problems in the world 

FBI Foodborne illness outbreak 

FLO Fairtrade Labelling Organizations International (FLO) is an association of 
various fairtrade labelling initiatives  

FSMS Food safety management system (see also QMS) 

GAP Good agricultural practices (set of application conditions that must be 
defined: dosage, volume, formulation, technique, PHI) 

GHS General harmonised system (product classification and labelling) 

GLP Good laboratory practices 

GMO Genetically modified organism 

GPP Good phytosanitary practices (set of rules to follow to avoid contaminating 
the operator or the environment and to avoid residues) 

HACCP Hazard analysis critical control point: system that defines, assesses and 
prevents food safety problems 

Abbreviations 
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IARC International Agency for Research on Cancer 

ICB Independent (third-party) certification body (see TPC) 

ICM Integrated crop management or integrated production 

ILO International Labour Organisation 

INERIS Institut National de l'Environnement industriel et des risques, the French 
national institute for industrial environment and hazards 

INRS 
Institut National de Recherche et de Sécurité, the national research and 
safety institute for the prevention of occupational accidents and diseases in 
France 

IOBC International Organization for Biological and Integrated Control of Noxious 
Animals and Plants 

IPM Integrated pest management 

IPPC International Plant Protection Convention 

ISO 
International Organization for Standardization. ISO is the international 
standards body whose members are the national standards institutes of 149 
countries 

IUPAC International Union of Pure and Applied Chemistry  

JECFA Joint FAO/WHO Expert Committee on Food Additives 

JHA Job hazard analysis 

Kd Adsorption coefficient (measures how tightly the pesticide binds or sticks to 
soil particles) 

LCA Life cycle assessment (or analysis) 

LD50 Lethal dose 50 (mg/kg bw) 
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LOAEL Lowest observed adverse effect level. Lowest concentration causing an 
adverse effect. See also NOAEL - no observable adverse effect level. 

LOD Detection limit 

LOQ Limit of quantification (also called limit of determination) 

MRL Maximum residue level 

MSDS Material safety data sheet 

NGO Non-governmental Organisation  

NOAEL No observable adverse effect level 

OECD Organisation for Economic Cooperation and Development 

OEL Occupational exposure limits 

OHSAS Occupational Health and Safety Assessment Series 

OSHA-EU European Agency for Safety and Health at Work 

PCB Polychlorinated biphenyls, chlorinated aromatic compounds (209 congeners) 

PCR Polymerase chain reaction, a technique to amplify gene sequences  

PHI Pre-harvest interval (number of days to wait before harvesting) 

PNEC Predicted no-effect concentration, for aquatic species. 

PPE Personal protective equipment 
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PPNU Non-usable pesticide products (outdated or obsolete) 

PS Private, or voluntary, standard 

PTMI Provisional tolerable monthly intake 

PTWI Provisional tolerable weekly intake 

QMS Quality Management System (see also FSMS) 

REACH Regulation (EC) No 1907/2006 on chemicals (1 June 2007) 

SA 8000 A standard considered as the first private international reference standard 
concerning the rights and respect of the individual on the job 

SDS Safety data sheet: technical note detailing all the dangers of a product, 
means of prevention and emergency measures, also see MSDS 

TDI Tolerable daily intake 

TEQ Toxic equivalent 

TNC Tesco Nature's Choice: a TESCO private standard 

TPC Third-party certifier (see ICB) 

TRV Toxicological reference value 

TWI Tolerable weekly intake 

UL Oil-based concentrated solution, liquid pesticide formulation 

UN United Nations Organisation  

Abbreviations 
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UNCED United Nations Conference on Environment and Development 

UNECE The United Nations Economic Commission for Europe 

WG Water-dispersible granules, solid pesticide formulation 

WHO World Health Organisation 

WP Wettable powders, solid pesticide formulation 

WTO World Trade Organisation 
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