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INTRODUCTION

employee onboarding

identifying the true purpose of the training. In other cases, 
training just includes too much information.

materials for plant/property/facilities maintenance, 
engineering and management teams? Below is an eight-

materials.

INTRODUCTION

Solutions
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STEP 1: PERFORM A 
TRAINING NEEDS 
ASSESSMENT

complete training curriculum can be developed for onboarding. 

training needs  assessment 
is for.

Those steps are:

• Identify a clear business goal that the training supports

•
company can reach that goal

•  

•  

Sounds simple enough, but let’s break 
those four steps down a bit more.

Identify the business goal:

tooling / equipment.

STEP 1: PERFORM A TRAINING NEEDS ASSESSMENT

Solutions
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Determine characteristics of workers that will make 
the training more e�ective:

reaching everyone.

Business 
Goals, KPIs, and Job Training.

Determine the tasks workers need to perform:

your employees have to do if the company is to reach that goal. 

perform to help the business reach its goal.

methodology (translated to Sort, Straighten, Shine, Standardize, 

Determine the training activities that will help workers 
learn to perform the tasks:

perform on the job.

Solutions
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•  

•  

• Want to be and feel respected

your training during design and delivery. Remember the old 

STEP 2: KEEP ADULT 
LEARNING PRINCIPLES 
IN MIND
You could argue this step is already addressed at the end of 

training recognizes and respects these adult learning principles , 

So what are these principles? Adult learners:
•  

•  

•  

•  Want training that is relevant

Solutions

STEP 2: KEEP ADULT LEARNING PRINCIPLES IN MIND



STEP 3: DEVELOP 
LEARNING OBJECTIVES
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learning objectives (and even 
more to be said

(KSAs):

A learning objective may address things that your learners 

can hold, such as the importance of threading materials 
into a machine properly in order to create the best possible 
product.

create a list of learning objectives.

that covers the objectives—and nothing but. In addition, any 

should also focus on the performance of these objectives.

To (intentionally) overstate the point, learning objectives are the 
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You can read more about 
here.

objectives.

Make them SMART:

is equally apparent to everyone. It should be measurable, 

should be achievable, meaning the learner truly has a chance 

(typically, after training).

You can read more about Writing SMART Learning Objectives
here.

Give them four parts (ABCD):

It should include a behavior that the actor must perform (this 

www.enterprisetraining.comhttps://www.enterprisetraining.com/ Solutions

STEP 3: DEVELOP LEARNING OBJECTIVES
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•  

training

•  
during training

•  

•  
manner—one step that builds on top of another, or 
chronologically, etc.

•  

•  Try to integrate storytelling and scenarios into your 
training

•  

appropriate and not dangerous). Sight is by far the most 
important sense for learning, but adding the others 

•  

•  

• Only create training content and assessments that relate
directly to your learning objectives

• Remember the adult learning principles

•
possible: people learn by doing

• Whenever possible, put the employees in control of the
learning process (instead of the trainer)
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STEP 4: DESIGN TRAINING 
MATERIALS 
Designing training materials

While you’re designing your materials, keep the 
following points in mind:

STEP 4: DESIGN TRAINING MATERIALS
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Design for How People Learn,
resource for more information about this step.

• Steps of Creating Training Based on Cognitive Psychology

•
Information

• Matching Types of Information and Graphics in Training

• Blended Learning Guide

•

•  

www.enterprisetraining.comhttps://www.enterprisetraining.com/ Solutions

STEP 4: DESIGN TRAINING MATERIALS
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•   such as Articulate Studio and 

and (2) the learning objectives.

This blog, by Connie Malamed, has lots of great tips on 
developing training materials.

material development:

• Writing Instructional Materials

• Format Your Written Training Materials for More

•  

•   (article)

•  

You may create a variety of training materials using 
several di�erent tools during this step. Here’s a look at 
a few options:

•  
handouts for employees and to create training outlines and 

•  
elements of the training

•  

that are nothing but screen after screen of bullet points, 

•  
generated graphics for presenting visual materials during 
training
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STEP 5: DEVELOP YOUR 
TRAINING MATERIALS

STEP 5: DEVELOP YOUR TRAINING MATERIALS
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as smoothly as possible.

it unstated or vague.

the training. Give them plenty of time in advance so that they 

 learning management 
system (LMS)  can play a big role in helping you during this step. 

assigned. Many learning management systems even include 

short, an LMS can automate a lot of the clerical, scheduling, and 

(and they do a lot more than that, too).
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STEP 6: IMPLEMENT THE 
TRAINING

the meal, then this phase is setting the table, ringing the dinner 
bell, and eating the food.

STEP 6: IMPLEMENT THE TRAINING
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If your training includes a classroom instruction component, 

employees be active participants instead of passive and bored 

presentation style also play a role. There are a number of 

 is a 

management:

•  

•  

•  

•  
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•  
Sheets)

Employees’ actual learning:

Assessments during the training should evaluate the 

• Testing Employees After Training

•

•  

• Testing and Fidelity

• Testing, Reliability, and Validity

Employee’s post-training job behavior:

anonymous.  provides free online tools to help 
you do this.
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STEP 7: EVALUATE THE
TRAINING

your horse.

Evaluation.

As you may have guessed, this method involves 
evaluating the e�ectiveness of your training at four 

STEP 7: EVALUATE THE TRAINING
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Kirkpatrick’s Four Levels Of Evaluation Steps Of Training Needs Assessment

training?

from the training?

Model

Quantifiable business results:

Did the training result in reaching the desired business goal 

• Level 4 Training Evaluations

• Business Goals, KPIs, and Job Training

•

•  Big Data and Big Learning Data

Four Levels of Evaluation and felt the familiar tingle of déjà vu. 

the four steps of the training needs analysis described at the 
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leading to an increased training ROI, happier employees, and 

this article presents the steps of training development 

developers today often depart from this for various reasons 
Leaving ADDIE for SAM  by Michael 

Allen).

in a model created by Dr. Will Thalheimer that I very much 

Training Maximizers articleinformation during training, put too little information into job 

Conclusion: E�ective Training Programs Are Within 
Reach at Work

So there you have it. Does training have an important role at the 
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STEP 8:  RINSE, LATHER, 
AND REPEAT ANY STEP 
WHEN NECESSARY 

in the future for a number of reasons. As mentioned above, one 

STEP 8: RINSE, LATHER, AND REPEAT ANY STEP WHEN NECESSARY
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in 

particulary in the area of safety:

• Updated

• Webinar:

Training and Performance Support, request a RedVector demo.
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