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THE IMPORTANCE OF
TRAINING FEEDBACK

Training is a vital part of an organisation's strategy to increase productivity, improve
employee satisfaction, and meet strategic objectives. It equips employees with new
skills, enhances their understanding of their roles, and boosts their confidence in their
abilities. However, how can one gauge the effectiveness of these training sessions?
This is where a Training Feedback Form comes into play.

A Training Feedback Form is a critical tool used to obtain detailed feedback from
participants after a training session. It allows the organisation to collect insights into
the perceived value and impact of the training. Furthermore, it sheds light on various
aspects, including the quality of content, presentation style, the trainer's proficiency,
and the relevance of the training to the participant's role.

Such feedback forms aren't merely administrative tools. Instead, they serve a more
significant purpose: they bridge the gap between the trainer's perspective and the
trainee's experience. By asking the right questions, an organisation can identify the
strengths and weaknesses of its training programmes, thereby empowering it to
improve and optimise future sessions.

Training Feedback Forms can reveal invaluable insights: Was the training content
relevant? Was it delivered effectively? Did it meet the participant's expectations?
Was the duration appropriate? Understanding the trainees' perspectives on these
aspects can help fine-tune the training modules, leading to improved learning
outcomes and greater overall efficiency.

In this guide, we will delve into the best practices for creating a Training Feedback
Form that yields meaningful, actionable data. This tool, when used effectively, can be
a game-changer in your organisation's quest for continuous improvement and
excellence in its training initiatives.

By reading this guide, you will gain a comprehensive understanding of how to
formulate effective questions, maintain objectivity in feedback, focus on the right
aspects, and analyse the responses for maximum impact.
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TYPES OF TRAINING
FEEDBACK FORMS

When it comes to collecting feedback, one size does not fit all. The form's format can
significantly impact the type and quality of responses you receive. Therefore, it's
crucial to choose the right type of Training Feedback Form that aligns with your
training setup, audience preferences, and the nature of data you seek.

In this section, we will discuss various types of feedback forms and delve into the
pros and cons of each. But remember, each form type has its benefits and drawbacks,
so consider your specific needs and circumstances when choosing the best method

to collect training feedback.

Online Surveys:

Online surveys have become increasingly popular due to their
convenience and efficiency. They can be designed using various
platforms and distributed via email or shared on an internal network.

Pros

Cons

« Responses can be collected,
organised, and analysed efficiently.

« Easily accessible from any device
with an internet connection.

« Can incorporate different types of
questions.

 Participation may be lower if
respondents have limited access to
the internet.

« They may be viewed as impersonal.
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TYPES OF TRAINING
FEEDBACK FORMS

Mobile App-Based Feedback Forms:
With the advent of technology, mobile app-based feedback forms are
increasingly used. These forms are accessible through a specific app

downloaded on smartphones.

Pros

Cons

« Convenient for users who prefer
using their smartphones.

» The app can send reminders to fill
out the form, encouraging response
rates.

« May exclude those who don't use
smartphones regularly.

» Requires investment in app
development or a subscription to a
service.

Printed Questionnaires:
Traditional and straightforward, printed questionnaires are handed out
to the participants at the end of a training session.

Pros

Cons

e Personal and immediate, which
may encourage higher response
rates.

» Does not rely on technology or
internet access.

« Manual data entry is time-
consuming.

« Paper usage may not align with
environmental sustainability goals.
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THE IMPORTANCE OF
OBJECTIVITY IN FEEDBACK

Collecting unbiased feedback is critical for the effectiveness of your Training
Feedback Form. Objectivity helps you gain reliable, authentic insights into your
training programmes.

Avoid Leading Questions:

Steer clear of questions that prompt or encourage the desired answer. For instance,
instead of "Don't you think the trainer was well-prepared and knowledgeable?" use
"How would you rate the trainer's preparedness and knowledge?"

Assure Anonymity:
Ensure respondents that their feedback is anonymous. This helps participants provide
honest, candid responses without fearing repercussions.

Balance Feedback:

Include questions that probe both the positive and negative aspects of the training.
This gives you a well-rounded view of the participants' experience, highlighting both
strengths and areas for improvement.

Objectivity in feedback is crucial in gaining genuine insights and making valuable
improvements to your training programmes.

+
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THE ART & SCIENCE
OF RATING SCALES

One common feature of Training Feedback Forms is the use of rating scales. Rating
scales allow participants to express their feelings or opinions along a defined
spectrum, usually from negative to positive or from low to high.

Rating scales can be incredibly useful as they:

1.Simplify the Response Process: Rating scales provide participants with an easy
and straightforward way to express their opinions. Instead of writing lengthy
responses, they simply select a point on the scale.

2.Facilitate Data Analysis: Numeric rating scale responses can be easily quantified,
making them ideal for statistical analysis. You can calculate averages, identify
trends, and compare different aspects of the training.

3.Standardise Feedback: Rating scales help standardise responses, which can be
particularly helpful when comparing feedback across multiple training sessions or
trainers.

However, rating scales should be designed carefully. Here are some tips:

1.Choose an Appropriate Scale Range: The range of your scale should be broad
enough to capture variation in responses but not so broad that it becomes
confusing. A 5-point or 7-point scale is common.

2.Clearly Define Each Point on the Scale: Ensure each point on the scale is clearly
defined so respondents understand what each rating means. For example, in a 5-
point scale, you might define 1 as 'Strongly Disagree' and S as 'Strongly Agree'.

3.Balance Your Scale: Your scale should be balanced, with an equal number of
positive and negative options. An 'neutral' midpoint can also be useful.
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ENHANCING THE
FEEDBACK PROCESS

While gathering feedback is an essential step in enhancing your training programmes,
there's always room for improvement in the process itself.

Here are some ways to refine your feedback process:

Timeliness of Feedback:

Prompt feedback collection can lead to more accurate responses. Aim
to collect feedback soon after the training has concluded when the
experience is still fresh in participants' minds.

Promote the Importance of Feedback:

Encourage participants to provide feedback by emphasising its value.
Let them know their input will directly impact future training
programmes, encouraging honest and thoughtful responses.

Feedback Follow-up:

Acting on the feedback collected is crucial, but informing participants
about the changes made based on their suggestions is equally
important. This can foster a sense of contribution among participants
and encourage them to engage in future feedback opportunities.

‘ Iterative Process:

Refine your feedback form based on previous experiences. If some
questions consistently yield unclear or unhelpful responses, consider
revising or replacing them. The feedback process should be an iterative
one, constantly evolving and improving.

By investing time and effort in refining your feedback process, you can
increase engagement, gain richer insights, and enhance the overall
effectiveness of your training programmes.

Feedo — an MTD Training Group product a
5 Orchard Court, Binley Business Park, Coventry, CV3 2TQ X feed 0

@ www.feedo.com ( 0333 3202883 | info@feedo.com


https://www.feedo.com/
mailto:info@mtdsalestraining.com

FROM INSIGHT TO ACTION:
MAKING USE OF FEEDBACK

Regular feedback collection is not a one-time process, but a fundamental element of a
cycle of continuous improvement. This iterative process of 'Plan - Do - Check - Act'

can help your training programmes evolve and improve over time.

Determine the goals and objectives of your training. What

P LA N do you want your participants to learn or achieve? The
answers to these questions will guide your training design.

DO Deliver the training based on your plan.

This is where your Training Feedback Form comes into
play. Collect feedback from your participants to assess the

CH ECK effectiveness of the training. Did the participants achieve
the training objectives? What worked well, and what
needs improvement?

Use the insights gained from the feedback to revise your
ACT training plan. Address areas of improvement, reinforce

what works well, and innovate where necessary.

Once you've acted upon the feedback, the cycle begins again. You will Plan your next
training with these improvements in mind, Do the training, Check its effectiveness
through feedback, and Act upon these new insights.

Through this cycle of continuous improvement, your training programmes can adapt
and grow, consistently meeting the needs of your participants and the objectives of
your organisation. It also fosters an environment of lifelong learning, where feedback is
valued and utilised for betterment.
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ANALYSING &
INTERPRETING FEEDBACK

Once you have gathered feedback from your participants, the next step is to analyse
and interpret the data. This stage is crucial in turning your collected responses into
actionable insights that can be used to improve your training programmes.

Quantitative Data Analysis:
Quantitative data from your close-ended questions and rating scales can be
statistically analysed. You can calculate averages or medians to get a general sense of

participants' responses. Consider creating graphs or charts to visually represent this
data and make it easier to understand.

Qualitative Data Analysis:

The responses to open-ended questions will yield qualitative data. While this data is
richer and more detailed, it is also more complex to analyse. One common method is
to code responses into categories and then analyse these categories. For instance,
you might categorise comments into 'content’, 'delivery', 'duration’, and 'relevance’.

Interpreting the Data:
Remember, feedback is most useful when it is used to inform improvements. As you
review the data, consider the following:

1.1dentify Trends: Look for patterns or recurring themes in the feedback. Are there
certain aspects of your training that consistently receive high or low ratings? Are
there common suggestions for improvement?

2.Consider Outliers: While it's important to focus on overall trends, don't ignore the
outliers. Sometimes, an unusual piece of feedback can provide a valuable new
perspective or highlight an area for improvement that you hadn't considered.

3.Reflect on the Training Objectives: Align the feedback with your training

objectives. Is the training meeting its intended goals? Where is there room for
improvement?
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FORMULATING
EFFECTIVE QUESTIONS

The key to a successful Training Feedback Form lies in the questions you ask.
Thoughtfully constructed questions lead to more meaningful and actionable
responses.

Here are some tips to keep in mind:

Clarity is Key:

Stay clear of technical jargon, acronyms or complex language that may
confuse respondents. Your questions should be simple, straightforward and
easily understood by all participants.

Balance Open-ended and Close-ended Questions:

Your form should include a mix of both open-ended and close-ended
questions. While close-ended questions (such as rating scales or multiple
choice) are easy to analyse, open-ended questions can offer deeper, more
detailed insights.

Relevance is Critical:

Ensure all questions are relevant to the training session and the feedback you
aim to receive. lrrelevant questions can not only confuse or frustrate
participants but may also lower the response rates.

Avoid Double-Barrelled Questions:

A double-barrelled question touches upon two subjects at once, which can
be confusing for the respondent. For instance, a question like, "Was the
training informative and engaging?" should be split into two separate
questions to elicit clear and precise feedback.

Limit the Number of Questions:

Too many questions can be overwhelming for the participant and may
discourage full completion. Focus on asking only key, purposeful questions
that align with your feedback goals.

g1 &~ GO N -
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BEST PRACTICES &
COMMON PITFALLS

Creating and utilising training feedback forms effectively requires a balance of art and

science.

So here are some best practices and common pitfalls to bear in mind:

Best Practices

Consistency: Use consistent scales and
wording throughout the form. This will
make it easier for respondents to
understand the questions and for you
to analyse the responses.

Anonymity: Ensure respondents that
their responses will be anonymous. This
encourages honest feedback.

Feedback Follow-up: Show
participants that their feedback is
valued by following up and
implementing changes based on their
input.

Continuous Improvement: Regularly

review and update your feedback form
based on previous feedback and the
needs of your training
programmes.

evolving
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Common Pitfalls

Overcomplication: Avoid making your
feedback form too lengthy or complex.
This could discourage participants from
completing it.

Vague Questions: Make sure your
questions are clear and specific. Vague
questions can lead to ambiguous
responses and difficulties in analysis.

Neglecting to Use the Feedback:
There's no point in collecting feedback
if you don't use it to improve. Make
sure you analyse the feedback and
implement changes based on it.

Ignoring Negative Feedback: Negative
feedback may not be pleasant, but it
can provide valuable insights. Don't
ignore it, but use it as an opportunity
for improvement.

f(feedo
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TYPES OF QUESTIONS

TO INCLUDE

Here are several well-crafted example questions that you can draw inspiration from:

General Satisfaction:
1.How would you rate the overall
training experience?
2.Was the training's duration
sufficient to cover all topics?
3.Was the training location
convenient for you?

Content Quality:
1.Was the training content relevant to
your job role?

2.Did the content cover all the
necessary aspects of the topic?
3.How would you rate the quality of

the training materials?

Trainer Effectiveness:
1.How would you rate the trainer's
knowledge on the subject?
2.Did the trainer communicate the
content effectively?
3. Was the trainer approachable for
questions and discussions?

Learning Outcomes:

1.How confident do you feel in
applying the skills learned in your
job?

2.Do you feel that you can perform
better at your job after the training?

3.Have you learned new skills or
knowledge that you didn't have
before?

Logistical Aspects:

1. Were the facilities (e.g., restrooms,
refreshments, seating) satisfactory?

2.How would you rate the technology
used during the training (projector,
audio system)?

3.Did the training start and end at the
scheduled time?

Feedback for Future Trainings:

1.What topics would you like to see
covered in future trainings?

2.Would you be interested in
advanced-level training on the
same topic?

3.What could we do to make future
trainings more engaging?
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CONCLUSION

The journey to improving and fine-tuning your training programmes is a continuous
one, and a well-constructed Training Feedback Form serves as your compass. As we
have traversed the various aspects of creating, using and refining this tool, the
overarching theme has been the value and indispensability of feedback.

Every question you craft, every rating scale you incorporate, and every open-ended
query you pose, paves the way for a deeper understanding of the effectiveness of
your training. Whether the feedback is laudatory or constructively critical, each piece
of information acts as a guiding beacon, highlighting the strengths to be bolstered
and the areas of improvement to be addressed.

In the analysis of this feedback lies the path to ongoing enhancement. It's not just
about the aggregation of data, but the extraction of meaningful insights that can fuel
the cycle of continuous improvement. Avoid the pitfalls, follow best practices, and
use the feedback collected as a powerful tool to refine your training initiatives.

Remember, the endeavour doesn't end with the implementation of changes based on
feedback. It's the beginning of a new feedback cycle, an opportunity to aim for higher
benchmarks in delivering impactful training. With each iteration, the process becomes
more streamlined, the improvements more significant, and the training programmes
more effective.

The Training Feedback Form, therefore, is not just a tool, but a commitment to quality,
improvement and a celebration of the pursuit of excellence in your training
programmes.
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