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	TRAINING: EFFECTIVE COMMUNICATION AND TEAM COLLABORATION
	 

	 
	Duration: 3 Hours (with breaks)   •   Mode: In-person Workshop
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	EMPLOYEE INFORMATION
	 

	 
	Name:
	David Winterthur
	Position:
	Sales Manager
	 

	 
	Department:
	Sales
	Email:
	david.winterthur@shalowtree.com
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	PRE-TRAINING
	 

	 
	Were the training objectives clearly communicated before the session? 
	☒	YES
	☐	NO
	 
	 
	 
	 
	 
	 

	 
	How would you rate your prior knowledge of the training topic?  Minimal knowledge.
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	TRAINING CONTENT FEEDBACK
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Rating Level
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	#
	Content
	1
	2
	3
	4
	5
	Comments
	 

	 
	1
	The training objectives were clear and well-defined?
	
	
	
	⏺
	
	Helped in understanding session goals.
	 

	 
	2
	The session was engaging and interactive?
	
	
	
	
	⏺
	Activities made learning enjoyable.
	 

	 
	3
	The pace of the session was appropriate?
	
	
	⏺
	
	
	
	 

	 
	4
	Relevant examples were provided to illustrate key concepts?
	
	
	
	⏺
	
	Real-world applications were insightful.
	 

	 
	5
	The training materials were well-organized and easy to follow?
	
	
	⏺
	
	
	
	 

	 
	6
	The content addressed common workplace communication challenges?
	
	
	
	
	⏺
	
	 

	 
	7
	The visual aids and multimedia were helpful in explaining complex ideas?
	
	
	
	
	⏺
	Infographics were particularly effective.
	 

	 
	8
	There was enough time allocated for Q&A and discussions?
	
	⏺
	
	
	
	
	 

	 
	9
	The strategies taught for team collaboration seem practical and applicable?
	
	
	
	⏺
	
	
	 

	 
	10
	The session encouraged active participation from everyone?
	
	
	
	
	⏺
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	TRAINING OUTCOMES & OVERALL EXPERIENCE
	 

	 
	Did the training meet its objectives? Yes, it is practical for use in the workplace.
	 

	 
	Rate your overall satisfaction with the training session. 5 - Very satisfied
	 

	 
	Were the logistics (venue, materials, etc.) satisfactory? 5 - Very satisfied
	 

	 
	What is one key takeaway from this training?
	 

	 
	I learned techniques for giving constructive feedback that I plan to use during team meetings.
	 

	 
	How do you plan to implement what you learned in your work?
	 

	 
	I will start using the team-building activities suggested during the training to enhance collaboration.
	 

	 
	What suggestions do you have for improving future training sessions?
	 

	 
	Adding more role-play exercises would make the sessions even more practical.
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Employee Signature:
	
	 
	Date:
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