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PURPOSE:

1. 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 RMCI-training
programs for the Ambulatory Surgical Center.

2. The purposes of the evaluating process are:

2.1 to improve the training programs;
2.2 to maximize transfer of learning to employee performance and organizational outcomes;
2.3 to demonstrate the value of training to the RMCL.

DEFINITIONS: N/A

RESPONSIBILITY:
Immediate Superior, HR — Training and Development Section

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 engag
ing, 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 Iearn Lastly, Level 4 is dedicated to measuring an organization's busi
ness outcomes such as the Key Performance Indicators that were established before learning was
initiated. However, the RMCl 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 from the Ambulatory Surgical Center
shall 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 shall 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:
TRAINING EVALUATION .
Training Phases Accomplishment of Evaluation Submission |
st .
Phase 1: Reaction At the end of the training Same day the 1 evaluation was
given
|
nd I :
Phase 2: Learning 3 months after the training same day the 2 Eyailiation Was
given
|
rd .
Phase 3: Behavior 6 months after the training Same day theg3ive(:]valuat|on was
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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

Facilitate the training evaluation through
distributing the Training Evaluation Tool to all
participants.

HR - Training and Development Section

Accomplish the first phase of evaluation and
submit it at the end of the training/seminar.

Gather and consolidate the results.

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

Participants of the training

HR - Training and Development Section

Participants of the training

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

Participants of the training

Determine if the employee met the expected
outcomes of the training.

Immediate head

Gives Recognition to the participants who
have successfully completed evaluation.

HR —Training and Development Section
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START

h 4

Employees participate in internal training or seminars at RMCI.

h 4
HR staff shall facilitate the training evaluation through

distributing the Training Evaluation Tool to all participants.

v
Participants of the training shall accomplish the first phase of

evaluation and submit it at the end of the training/seminar.

v
HR —Training and Development Section shall gather and
consolidate the results.

v
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.

4

Does the
" participant meet ~_  NO
the cut-off of >
second
evaluation? -

YES ?

After six months, the participa:ts of the training shall undergo
the third and last phase of the training evaluation to be
facilitated by the HR —Training and Development Section.
v
Immediate head of the employee determines if the employee
met the expected outcomes of the training.

b 4

‘Doesthe
participant ; NO
meet the 3
expected
outcome?
YES -

HR —Training and Development Section gives recognition to
Participants who have successfully completed the evaluation.
v
END
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FORMS:

DPOTMH-HRD-F033 — Training Evaluation Tool

EQUIPMENT: N/A

REFERENCES: N/A
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Frepared by: Acting Organizational Development Specialist Vi ; /'1 JAN 2029
1%
. . | WENDY MAE D. GOMEZ . 9 N
Reviewed by: Accreditation & Documentation Manager i‘ﬂﬁf \1,LJA 05
AILEEN B. PALENGE 4 %4 .
Ambulatory Surgical Center Unit Head 16 JAN 1025 ren
VANESSA V. VERDE E JAN 2 \\'-.
Specialized Care Unit Manager i 20 - , B
MA. AGNES A. SARIEGO R J23aNal o
Assistant Chief Nurse s ] N & =
. | HANNAH KHAY S. TREYES \%{ j 24 JAN 105 '
Approved by: Chief Nursing Officer / P
NANCY B. HIZON | U g
Human Resources Division Head é]ﬁé‘ ’1/2 7 JAN 1003
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Medical Director 7%/. & FEB 207
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