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Appendix II

JOB ADVERTISEMENT SAMPLE

1. Introduction

2. Job description  (for each position)
3. Job specification ( for each position)
4. Closing date of application

5. Closing remark on the institute being an equal opportunity employer or encouraging certain vulnerable groups to apply.
6. Address receiving the applications.
Appendix III

TRAINING NEEDS ASSESMENT FORM 



Appendix IV
TRAINING EVALUATION FORM






TRAINING NAME …………………………………………………………………......

1.
Was the place of the training appropriate to you?

i. [image: image1.jpg]Yes

ii. No

If no, please specify why

……………………………………………………………………………………

2.
Training Duration
(i)
Long








(ii)
Adequate






(iii)
Short

3.
Scope of the training
(i) Completely satisfied my expectation

(ii) Satisfactorily satisfied my expectation

(iii) Partially satisfied my expectation

(iv) Irrelevant to my expectation


4.
Facilitation of the training

(i)
Excellent








(ii)
Good







(iii)
Fair







(iv)
Poor

5.
Rate the individual topics covered:
(i) Excellent


(ii)
Good


(iii)
Fair


(iv)
Poor

6.
Which of the training topics did you find most useful?

……………………………………………………………………………………

7. List the topics that NOT well covered


……………………………………………………………………………………

8.
How would the training have been improved?


……………………………………………………………………………………..

9.
Please comment generally about the Seminar


………………………………………………………………………………………

Thank you for completing this form.  Your comments are very important to us and will help to maintain and improve the quality of service we provide.

APPENDIX  V
TRAINING REPORT

1) Introduction

2) Topics covered in summary

3) Recommendations

4) Conclusion

5) Appendices: evidences of training such as the invitation for training, program, attendance list, photographs and certificates of participation awarded.

APPENDIX VI
EVALUATION REPORT

1) Introduction

2) General information rating

3) Response rate

4) Rating for each aspects of training evaluated

5) Lessons learnt

6) Proposed improvements on quality of training

APPENDIX VII

EXIT QUESTIONNAIRE

A. General information

Name​​​​​​​​​​​​​​​​​​​​​:____________________________________

Job Title:__________________________________

Job Group:________________________________  

Age:           under 25 ☐ 25–34 ☐ 35–44 ☐ 45–54 ☐ 55–60 ☐
Length of service:_______________ Date of termination:___________________

Name and position of exit interviewer:__________________________________

B. Working Experience in KEFRI

What attracted you to work for KEFRI?

_____________________________________________________________________________________________________________________________________________________________________________________________________________________

Were your expectations met?

____________________________________________________________________________________________________________________________________________________________________________________________________________

What was your best experience while working in KEFRI?

What was your worst experience while working in KEFRI?

If you could change something within KEFRI what would it be?

Do you consider you received adequate training and development to undertake your role? (Explain)

____________________________________________________________________________________________________________________________________________________________________________________________________________

C. Reasons for leaving 

Please indicate your main reason(s) for leaving:

☐ Dissatisfaction with pay



☐ Work environment
☐ Dissatisfaction with conditions of service

☐ Nature of work/job satisfaction
☐ Lack of promotion/career development 

☐ Way work is organised
☐ Lack of training and development

☐ End of contract
☐ Partner moving out of area


☐ Insufficient challenge
☐ Other domestic reasons



☐ Maternity
☐ Difficulty travelling to and from work

 ☐ Flexibility of working hours
☐ Workload/stress




☐ Unsolicited offer
☐ Dissatisfaction with management style

☐ Other (please specify)
What was the most important reason for your leaving?

________________________________________________________________________________________________________________________________________

What would have encouraged you to stay?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

D. Any other comments

Thank you for taking the time to complete this questionnaire. The information that you have provided will be used to monitor and maintain the standards of employment practice and staff satisfaction.

\


