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MEMORANDUM
To:

E-MAS Personnel

Originator: Haryati Khalil

Department: CEO’s Office

Tel: +(60) 3-2267-7698

Fax: +(60) 3-2267-7770

E-mail: Haryatik@EMS

Reference Number: Date:
OMQ.STF.M10002.1008.A 12 March 2024

T r a i n i n g  C o u r s e  Ev a l u a t i o n  F o r m D i g i t a l i z a t i o n  V i a  E -

L e ar n i n g  P l a t fo r m

The E-MAS E-Learning Admin received a request to explore the available function in the current 

E-learning platform to digitize the current Training Course Evaluation Form (TCE),

G00.OMH.M10580.ZF.0001.*, i.e., to simplify the current training evaluation form submission for 

e-learning courses. 

The Management has approved the usage of the application and decided that starting 1st

October 2024, all online in-house training as defined in the Training Procedure,

G00.OMH.M10580.SD.0006.* is required to complete the TCE via the E-learning platform. 

This process only applies to in-house training conducted for E-MAS staff only. The process flow 

of the submission can be referred to as the Training Course Evaluation Form Digitalization via 

the E-Learning Platform. The Trainer will guide/inform their trainee of the TCE form-setting 

accordingly.

Any feedback on the application or the process can be forwarded to Haryati (HaryatiK@CEO) 

for further investigation/ consideration.

Thank You.

Sincerely,

----------------------------------------
Haryati Khalil
Management Representative for Quality and Environment

Attachments: Training Course Evaluation Form Digitalization via E-Learning Platform, 
G00.OMQ.M10002.CZ. 1010.A

                cc: {none}

----------------------------
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Training Course Evaluation Form Digitalization via E-Learning Platform

Prepared by: Muhammad Arif, Haryati
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Objective

• To explore digitizing the Training Evaluation Form using the Frog platform to cater for E-MAS 

in-house online training
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Problem statement

• Currently, in-house online training admins/ trainers are responsible for ensuring the Training 

Verification and Training Evaluation Form is completed (signed by trainee and HODs) before 

submitting it to HRD.

• There are requests from the Frog Admins and Trainer to fully digitalize the forms and simplify 

the process
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Proposed solution



Trainee Trainer HOD HRD

Fill in the 

form

1. Received notification e-

mail and key in other 

relevant data (marks, etc)

2. Print out the details 

(attendance and training 

evaluation details)

3. Forward them manually 

(print the evaluation 

summary) to HOD for 

signature 

(acknowledgment)

Manually acknowledge and 

take action if there is a 

concern raised. 

Return document to trainer

Acknowledge and take action 

if there is concern raised

Half digitalized with no notification email to HOD and 

HRD, the trainer will print the evaluation form summary 

and forward it to HOD  and later to HRD for 

acknowledgment (hard copy)

Forward/submit the 

completed document to 

HRD
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Sample: Training Evaluation Form
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Sample: Notification (Trainer)

Input from Trainee
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Sample: Notification (Trainer)

Input from Trainer/SUP



Page no.9

Sample: Form Database in Frog
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Decision

Decision

Half digitalized with no notification email to HOD and HRD, the trainer will print the 

evaluation form summary and forward it to HOD  and later to HRD for acknowledgment

Date of implementation: 1 March 2024 (6 months grace period, full implementation by 1 Oct 24)



Thank You.


