Facilitate Learning Session
Training Activity Matrix

	Training Activity
	Trainee
	Facilities/Tools and Equipment
	Venue
	Date & Time
	Remarks

	
	
	
	(Workstation/ Area)
	
	

	Prayer
	 
	 
	 

 
	8:00 AM to 8:30 AM
	 

	Recap of Activities
	
	
	
	
	 

	Unfreezing Activities
	All trainees 
	
	 
	
	 

	Feedback of Training
	 
	
	 
	
	 

	 
	 
	
	 
	 
	 

	Rejoinder/Motivation
	 
	
	 
	 
	 

	(Specific Activities of each Trainee for the day here)
	
	(List down all Facilities/Tools and Equipment needed for the workstation and activities here)
	Name of Workstation1
	 
	observations on the progress of each trainee for the day will be written here

	
	 
	
	
	 
	

	(Specific Activities of each Trainee here)
	 
	(List down all Facilities/Tools and Equipment needed for the workstation and activities here)
	Name of Workstation 2
	 
	observations on the progress of each trainee for the day will be written here

	 
	 
	
	
	 
	

	 
	 
	
	
	 
	

	 
	 
	
	
	 
	

	(Specific Activities of each Trainee for the day here)
	 
	(List down all Facilities/Tools and Equipment needed for the workstation and activities here)
	Name of Workstation 3
	 
	observations on the progress of each trainee for the day will be written here

	(Specific Activities of each Trainee for the day here)
	 
	(List down all Facilities/Tools and Equipment needed for the workstation and activities here)
	Name of Workstation 4
	 
	observations on the progress of each trainee for the day will be written here
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(Name of the Qualification)

(Duration here)

NAME OF TRAINEE

10]
1]
12]
18]
1]
19]
2]
2]
7

Date Started:

Trainer.



  

Minutes of the Meeting 
Focus Group Discussion

Date: ________________________

Agenda: 

Competency-based Training Delivery

Present:

1. ____________

2. ____________

3. ____________

4. ____________

	Concerns
	Discussions
	Resolutions/Agreement

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Training Evaluation Report
1. Title of the Report
2. Executive summary

3. Rationale

4. Objectives

5. Methodology

6. Results and discussion

This is the body of the report.  It should contain the following parts:

Data interpretation 
Data analysis
            Conclusion 

7. Recommendation
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Minutes of the Meeting Template









