
 

The Basics of Training Program

Different Training Formats

Assess Training Needs and Gaps
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An employee training program is a series of educational activities designed to improve employees’ knowledge and skills.
The benefits go both ways: employees feel valued and more capable, while employers see greater productivity and innovation.
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Clarity & Consistency
Retention & Engagement

Assessment & Alignment
A training program gives trainers and
learners a clear roadmap so everyone
stays aligned and learning stays
consistent.

Organized training makes it easier for
learners to absorb and remember

information, while activities, quizzes, and
discussions keep them engaged.

Clear objectives and milestones help
track progress, make adjustments, and
ensure training supports organizational
goals.

Before creating a training program, it’s important to identify the needs and purpose. Here’s a simple process to make sure your
training is relevant, focused, and effective.

Define the
Purpose

Set clear objectives
for what the training

should achieve.

Know Your
Audience

Understand learner
roles, experience,
and unique needs.

Identify Skill
Gaps

Compare current
skills with required

future skills.

Collect
Data

Use surveys,
metrics, or interviews

to confirm gaps.

Design Tailored
Training

Create programs that
directly address gaps and

match learner needs.

Types of Training Content

Using different training formats supports diverse learners and keeps
sessions engaging. Here are the main formats to choose from.

On-the-Job
Training (OJT)

Hands-on training through real-world
practice alongside experienced staff.

Storytelling: Use stories to connect
concepts and make learning relatable.

Visuals and Multimedia: Add images,
videos, or charts to simplify complex
ideas.

Interactive Elements: Include quizzes,
role-plays, or group activities to boost
participation.

Analogies and Metaphors: Compare
new concepts to familiar ones for easier
understanding.

Simplicity & Clarity: Use plain language
and avoid unnecessary jargon.

01

Instructor-Led
Training (ILT)

Blended
Learning

Traditional classroom with a
live trainer, open Q&A, and
immediate real-time
feedback.

Mix of ILT, online e-learning,
and practical workshops for a
complete learning
experience.

E-Learning
Courses

Self-paced online courses with
videos, quizzes, and assessments.

Virtual Instructor-
Led Training (VILT

Online version of ILT for remote
learners using web tools.

Well-designed content helps learners
remember and apply skills. Here are key
techniques to make it engaging and effective.
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Interactive Elements in Training

Measure Post-Training Effectiveness

Essential Tools for Training Delivery

When selecting training tools, match them to your content,
audience, and goals to maximize effectiveness.

Use real-life examples to
build empathy and
communication.
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Once you’ve set clear goals, designed your content, and planned interactive sessions, the next step is choosing the right tools.
The right tools help you deliver training that is engaging, effective, and suited to both in-person and virtual learning.

Interactive elements keep learners interested and help them use what
they learn. Here are ways to make training more engaging:

Icebreakers & Activities

Set the positive tone, build
teamwork, and solve problems
together.

Interactive Technology: Boost
participation with whiteboards, polls,
and apps.

Different Learning Styles

People learn in different ways, so it’s important
to understand the main learning styles before
designing training.

Visual Learners: They learn best with
images, charts, and diagrams.

Auditory Learners: They learn best by
listening to lectures, discussions, or
audio.

Kinesthetic Learners: They learn
best by doing hands-on activities and
practice.

Presentation: Deliver engaging content with slides,
visuals, and multimedia.

Learning Management Systems (LMS): Create,
manage, and effectively track courses.

Web Conferencing: Host interactive live sessions
and virtual webinars.

Content Authoring: Build dynamic, interactive e-
learning modules easily.

Training is a major investment, so the final step is measuring its effectiveness. This shows if onboarding or upskilling truly
delivers results and guides future improvements.

Q&A, Polls & Feedback
Check understanding, gather
opinions, and adjust sessions.

Games & Simulations
Add fun, practice skills,
and apply learning safely.

Role-Playing & Stories Games & Simulations
Add fun, practice new skills, and
apply real-world learning in safe
environments.

Screen Recording & Editing: Make professional
tutorials and engaging demos.

Online Assessments: Test knowledge with
structured quizzes and surveys.

VR & AR: Provide immersive, hands-on, realistic
training experiences.

Social Learning Platforms: Support ongoing peer-
to-peer learning collaboration.

Interactive Whiteboards: Collaborate,
brainstorm, and share ideas live.

Set Training
Objective

Define clear goals
for what learners
should achieve.

Objectives guide
the training and
make success
measurable.

Select
Relevant KPIs

Select key
performance
indicators that
match your goals. 

These metrics
show progress and
training impact.

Pre/Post
Assessments

Test learners both
before and after
training.

Comparing results
reveals
knowledge or skill
improvement.

On-the-job
Checks

Gather feedback
on what worked
and what didn’t.

Use each
feedback  to
refine future
sessions.

Feedback &
Adjustments

Watch how
learners apply 
new skills at 
work. 

Real performance
proves training
effectiveness.
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Fewer Tools. Lower Costs. Smarter Training.
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 Add Your Logo

Train Your Staff & Community

Add Your Logo For FREE
Make this cheat sheet yours

with a free account.

300+ Customizable Courses & Cheat Sheets
Why write your own training, when we’ve done it for you?

Business Skills
Accounting
Communication
Customer Service
HR
Marketing
Professional Development
Sales
Training & Education

Career Development
Career
Higher Education
Job Hunting

Compliance & Safety
Active Shooter
Discrimination
Harassment
Safety
Security

Google
Calendar
Chrome
Classroom
Docs
Drive
Gmail
Sheets
Slides

Microsoft
Access
Copilot
Excel
OneDrive
Outlook
PowerPoint
Teams
Windows
Word

Diversity & Citizenship
Bias
Diversity
U.S. Citizenship

Technology
A.I.
Digital Literacy
Software Applications

Wellness
Mental Health
Personal Growth
Well-Being
Work/Life Balance

Leadership
Leadership
Management
Project Management

“So impressed 
with your features 
and ease of use!”

“Customizing the 
courses saved 
hours of work.” 4.9 rating on
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