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Equipment Manufacturers Training Self Audit

	Take a few minutes to see how your training measures up to “Best Practices” in the industry.
Check off all that you have and put your total points for each section on the far left. Add up your total points for all three sections. Now, compare your self to “Best Practices” in the industry.

	Points
	Topic
	Content  (add up the points listed for each item you check off)

	
	Planning
	· We have a training brochure to explain our training services (5 points)

· We prepare formal training proposals (5)

· We conduct a “needs assessment” with out customers (5)

· We have course outlines/overviews for each course we offer (5)

· You have identified what safety requirements your end-user has prior to entering the plant as well as safety for the training itself. (7)

· We merely send out a service tech who does informal OJT as needed (2)

· We have training manuals for each group to be trained (5)

· We have a designated training coordinator for all our training (5)

· We assign someone to training project by project (3)

· We discuss training informally with the customer and let the service tech train informally when he finished installing if there is time (1)

· You share your expectations with your end-user and set measurable training goals (5).

	
	Installation 

& Training
	· We have dedicated trainers who have both service tech experience and training skills (5) perhaps need a higher score here
· We use PMMI (or other training certification) certified trainers (5)

· Our  service tech who is installing also trains (3)

· We work with their internal trainers. (4)

· We have specific objectives and training agendas for each work group to be trained (ex. Operators, mechanics, etc) (5)

· We have specific training manuals, materials for each group to be trained. (5)

· We provide feedback sheets at the end of training. (4)

· We expect trainees to demonstrate their ability to do the tasks taught during the training to assess their skill level. (10)

	
	Follow Up
	· We provide customers with a copy of the feedback sheets (5)

· We provide specific feedback on how the trainees demonstrated during their performance checks (10)

· We provide recommendations for “next steps” to reinforce the learning or recommend what additional training would be needed. (8)

	
	Total Score
	

	How do you compare to “Best Practices” in the industry

75 – 100 – You ARE considered “best Practice” in the industry – Congratulations! You must have a very good partnership with your customers.

50 – 75 – You are using many good training tools but still have room to improve

25 – 50 – You’ve just scratched the surface on using effective training practices

0 – 25 – Yikes, we can safely say you probably have excessive service calls from customers who don’t know how to operate and/or repair your equipment. You have a lot of room to improve.




