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PURPOSE:

Riverside Medical Center, Inc. (RMCI) heavily supports capitalizing on its human resources through
conducting trainings/seminars/workshops, both in-house and external, in order to empower
employees, fill gaps in their skill sets, and contribute to their overall career development. This
policy shall set the standard in the process of evaluating all RMClI training programs.
The purposes of the evaluating process are:

1. to improve the training programs;

2. to maximize transfer of learning to employee performance and organizational outcomes;

3. to demonstrate the value of training to the RMCI

DEFINITIONS:
N/A

RESPONSIBILITY:
Immediate Superior — Responsible for evaluation during the 3" phase of training evaluation if the
employee is performing/ or showing the expected outcomes of the training.
HR - Training and Development Section — Responsible for overseeing the entire evaluation
process

POLICY:
FRAMEWORK:

The Evaluation Process is anchored to Kirkpatrick’s Four (4) levels of training evaluation. The
Kirkpatrick Model is a globally recognized method of evaluating the results of training and learning
programs. It assesses both formal and informal training methods and rates them against four levels of
criteria: (1) reaction, (2) learning, (3) behavior, and (4) results.

The first level of criteria is “reaction,” which measures whether learners find the training engaging,
favorable, and relevant to their jobs. Level 2 gauges the learning of each participant based on whether
learners acquire the intended knowledge, skills, attitude, confidence and commitment to the
training. Level 3 measures whether participants were truly impacted by the learning and if they're
applying what they learn. Lastly, Level 4 is dedicated to measuring an organization's business outcomes
such as the Key Performance Indicators that were established before learning was initiated. However, the
RMCI shall only utilize the first three phases of the model.
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Figure 1. The Kirkpatrick Model of Training Evaluation
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Figure 2. RMCI Model of Training Evaluation
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All trainings/seminars/workshops attended by employees must go through the first three phases
of training evaluation. This policy however, covers only the internal trainings and other identified
trainings that are relevant to the employee’s job position, whether online or in person.

The Human Resources — Training & Development Section shall oversee and spearhead the entire
training evaluation process and ensure that all training evaluation forms are accomplished.

All employees who underwent training and such MUST adhere to this policy and participate in the
training evaluation process.

The second and third phase of the training evaluation process shall be in a pass or fail format. This
implies that participants who cannot meet the cut-off or expected objectives of the last two
phases shall go through the evaluation again until expectations are met.

Immediate heads of employees who have undergone training shall be responsible in ensuring that
their subordinates have complied with the training evaluation process.

. At the end of every training evaluation process, the Training and Development Specialist shall
consolidate all pertinent data and produce a training evaluation report.

TURN AROUND TIME:
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PROCEDURE (SOP):

1. At the end of every internal training/seminar in RMCI, the HR staff shall facilitate the training
evaluation through distributing the Training Evaluation Tool to all participants.

2. The participants of the training shall accomplish the first phase of evaluation and submit it at the
end of the training/seminar.

3. The HR - Training and Development Section shall gather and consolidate the results.

4. After three months, the participants of the training shall undergo the second phase of the training
evaluation to be facilitated by the HR — Training and Development Section. In case the participant
cannot meet the cut-off of the second evaluation, he/she shall go through the evaluation again.

5. After six months, the participants of the training shall undergo the third and last phase of the
training evaluation to be facilitated by the HR — Training and Development Section and the
immediate head of the employee shall determine if the employee met the expected outcomes of
the training. In case the participant cannot meet, he/she shall attend the training again.

6. Participants who have successfully completed the evaluation shall be given recognition by the HR
— Training and Development Section.
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WORK INSTRUCTION:

KEY TASK PERSON RESPONSIBLE
1. Facilitate the training evaluation through
distributing the Training Evaluation Tool to all HR — Training and Development Section
participants.

2. Accomplish the first phase of evaluation and

submit it at the end of the training/seminar. Participaits of the training

3. Gather and consolidate the results. HR = Training and Development Section

4. Undergo the second phase of the training
evaluation to be facilitated by the HR - Participants of the training
Training and Development Section.

5. Undergo the third and last phase of the
training evaluation to be facilitated by the HR Participants of the training
—Training and Development Section

6. Determine if the employee met the expected

: Immediate head
outcomes of the training.

7. Gives Recognition to the participants who

have successfully completed evaluation. HE = Troining s0a Developatent Section
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WORK FLOW:
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Employees participate in internal training or seminars at RMCI. ]4

v

HR staff shall facilitate the training evaluation through |
distributing the Training Evaluation Tool to all participants.

o V - - — |
Participants of the training shall accomplish the first phase of |
evaluation and submit it at the end of the training/seminar. |
A v
HR —Training and Development Section shall gather and
consolidate the results.

After three months, the participants of the training shall
undergo the second phase of the training evaluation to be <
facilitated by the HR - Training and Development Section.
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[ After six months, the participants of the training shall undergo
| the third and last phase of the training evaluation to be

I facilitated by the HR — Training and Development Section.

Immediate head of the employee determines if the emﬁlo\;ee ‘
met the expected outcomes of the training. |
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HR = Training and Development Section gives recognition to
Participants who have successfully completed the evaluation.
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FORMS: DPOTMH-HRD-F033 - Training Evaluation Tool
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TRAINING EVALUATION TOOL

Title of Activity/Training

IDNumber: Department:
Sex: Date:

Objectives of the training Phase 2: Learning Phase 3: Behavior

(To be filled out by the {To be filled out by HRD staff) | (To be filled out by immediate head/
em ) HRD staff)
Phase 1: Reaction
Please evaluate the activity by encircling the 1 that corresponds to your Your
s will be d with confid lity and will only be utilized for the betterment of future

trainings/seminars.

A. The objectives of the activity were discussed extensively,

B. The time allotted for the activity was sufficient.

C. The facilities and venue were conducive,

D. The topics discussed were relevant to my job position,

E. The resource person was k and articul

CICACACHCAC)
OOOOOO
DOHOOO

F. Owerall, the activity Is commendable.

Comments/Suggestions:

EQUIPMENT: N/A

REFERENCES: N/A
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