Sample Questions & Evaluation Templates

Questions and Templates for Evaluating the Workshop

A Word about Evaluation: By Session and by Day

Trainers and program managers will want to gain a sense of how the workshop is progressing on a daily or even on a session-by-session basis. The feedback from the participants will help determine whether or not the training is on the right track, if the level of the information being presented is appropriate, and if the participants are indeed learning. Course corrections are then possible. 

If the trainer establishes a trusting atmosphere at the beginning of the training and allows the participants to know that their feedback is welcome, it should be easy to conduct evaluations in an open fashion by simply asking questions. At the conclusion of each session a question such as, “Did we meet the objectives for this session?” may suffice to establish a platform for discussing whether or not the session was “successful” (useful, practical, understandable, etc.).

At the end of the day, ask questions such as:

· What was the highlight of the day?

· What was the low point of the day?

· Were the logistical arrangements conducive for learning?

· How are you feeling about the amount of information? Too little? Too much?

· How was the level of the technical information? Too hard? Too easy?

· Which training techniques did you find most exciting? Why?

· What would you do differently if you were the trainer?

· What suggestions do you have for the organizers?

It may take a while for the participants to become comfortable with this type of discussion.

If the participants would be more comfortable (and open) using a paper evaluation form, keep it as simple as possible by using scales of 1 to 5 or by having the participants make a check mark by their appraisal of the item.

Example One


Evaluate the degree to which the logistical arrangements helped the learning:


1

2

3

4

5


/____________/____________/___________/____________/


Did little to





Contributed a lot to


encourage learning




my learning

Example Two


Training techniques used in the workshop:






Very useful
Somewhat useful
Not useful


Demonstrations

_________   
 ____________      
________


Group discussion

_________
_____________
_________


Role plays


_________
_____________
_________


Lecture



_________
_____________
_________


Reading aloud


_________
_____________
_________

The Final Evaluation

At the conclusion of the training, a final evaluation will give feedback on the entire workshop to the trainer and the program manager. As with the daily evaluations, the evaluation form should be as simple and straightforward as possible and require as little writing as possible from the participants. Again, a stand-alone oral evaluation can be conducted, but participants are often reluctant to express any kind of “criticism” in public. Often, combining an oral discussion with a written evaluation allows interesting and helpful information to be obtained.

Sample Final Evaluation Template

 1.
Rate whether or not you think the workshop objectives were met.


(List workshop objectives with a 1 to 5 scale.)


Describe the role of an outreach worker in the context of our program.


1

2

3

4

5


/_____________/___________/____________/____________/


Not met

Somewhat met



Totally met

2.
Rate how helpful the following training techniques were to you.

List the training techniques used during the workshop such as lectures, demonstrations, etc. with a 1 to 5 scale.
1

2

3

4

5


/_____________/__________/____________/_____________/


Not helpful

Somewhat helpful


Very helpful

3.
Rate the usefulness of the technical (WASH) information for your role as a WASH outreach worker.


Same kind of scale.

4.
Rate the logistical and administrative arrangements as to how supportive they were for a learning environment.


Same kind of scale.

5.
Rate the materials (handouts, drawings, etc.) as to how useful they will be for your work in the community.


Same kind of scale.

