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Pre-Training Briefing Sheet

Name:
________________________
Dept:
_____________

Course:
________________________      Date:  _____________

Planning why training is to be implemented is an essential part of ensuring the success of any learning to take place.  The pre-training briefing sheet looks at the effectiveness of the course to be attended by the individual, and its benefits both to the individual and the Company.  Please answer the following questions.

1. What do you hope to achieve personally, by attending the above training session?

2. What specific areas do you feel you need to improve upon?

3. What do you hope to know, do or understand as a result of attending this training?

4. How will the above benefit you within your job?

Please send a copy to the Training Department prior to attending your course.
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Post-Training Briefing Sheet

Name:
________________________
Dept:
_____________

Course:
________________________  
Date:  _____________

Reviewing how training is going to be implemented back in the workplace is an essential part of what has been learnt.  Without this the effect of the training can be restricted.  Please answer the following questions to establish if it has met your needs.

1. What did you gain from attending the training session?

2. How will you use the skills learnt now you’re back in the workplace?

3. Will you need further help & support?  If so what, when and from whom?

4. Are there areas of interest/concern that should be passed onto the trainer or your immediate boss?

Please send a copy to the Training Department a week after the training event.
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