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Contents

There is a range of evaluation sheets in this pack which are colour coded and these should be adapted to suit the needs of your groups.  Eg delivered verbally and the tutor takes notes.

Contents page  and Evaluation pack (page 1, page 2, page 3)  

Evaluation form - 3 things you like and/or would change about this course 

(2 pages)

Simple evaluation form (1 page)

Learner’s course evaluation (Fetac courses- 2 pages)

Page 1 Learner evaluation form (5 pages)

Page 2 & 3
Tutor’s Summary Form (Tutor fills this form from all the learner’s evaluation forms received)

Page 4 Tutors report/evaluation (Tutors own evaluation of the course)

Page 5 Progression form (Learner decide what course they would like to do next)

Family Learning Evaluation Form (1 page) 

Tutor’s self evaluation form (1 page)

Bulleye evaluation form (3 pages)

Traffic Lights  3pages
Two Chairs  2 pages
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EVALUATION PACK
Why evaluate what you do

You can learn from your mistakes


To help you to do better next time


To recognize success


To reward success


To gain new knowledge and insights into what you are doing

What can an evaluation be used for. 

An evaluation can sum up the results of your activity.
An evaluation can produce ideas that others might be interested in. An evaluation can be used as a tool to encourage others to participate in what you are doing.
An evaluation can bring to light things that could be changed or recommendations for future activity.
Written evaluation can form part of a final report on a project.
What to evaluate

Plan your evaluation well, by deciding early on in your involvement, how you are going to measure your success. One way is to divide your activity into different headings:

Processes

What did you do?

Material resources

Did you have space to work, the right materials etc?

Effectiveness

Considering the effort and resources you put in, how satisfied were you with the results?

Structures

How organised were you?

People
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Did everyone contribute? Was everyone’s contribution useful?
Impact
Were you able to influence things? Did you change anything in peoples’ lives?

What you want to evaluate may change during the process. Everyone

involved in the work can decide which are the most important areas to

look at, and change them as your work progresses


Who evaluates

It’s best when everyone involved in the work is also involved in planning the evaluation methods.

Evaluation should include: 
· examining methods that you used, to see how effective they have been
·  the results of your activity 
· a way of recording your results to refer to later (this could be a written report if you are working as part of a team)

When evaluating an activity, it is not so important to say whether you liked some things or not, it is more interesting, and useful, to look into why things happened, what did happen, and what you can learn from it
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Evaluation

Write or draw 3 things you liked about this course 
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Evaluation

Write or draw 3 things you would change about this course 
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Evaluation Form

Tutor’s Name________________________________

Learner’s first name ___________________________

Progress made during the year under the following headings:’

Personal Development (Soft skills) eg. confidence ___________________________________________

______________________________________________________________________________________

Communication skills ___________________________

_________________________________________________________________________________________________________________________________
Improvements in reading/writing/spelling

______________________________________________________________________________________

Any other gains or goals achieved during the year.

_________________________________________________________________________________________________________________________________
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Learner’s Course Evaluation

Course Title:


 _____________________________
Tutor: _______________________________
Date: ______________

Below are a series of statements.  Please respond by circling the number you feel most reflects your opinion.

	
	Strongly

Agree
	Agree
	Neither Agree or  Disagree


	Disagree
	Strongly

Disagree

	The course met the objectives set out beforehand
	5
	4
	3
	2
	1

	The course did what I expected, and met my needs
	5
	4
	3
	2
	1

	The content was easy to understand/follow
	5
	4
	3
	2
	1

	We had a chance to work in groups 
	5
	4
	3
	2
	1

	Everyone had a chance to take part
	5
	4
	3
	2
	1

	The material was relevant to day to day life
	5
	4
	3
	2
	1

	The course content built on what I knew already 
	5
	4
	3
	2
	1

	I feel I contributed to class discussion
	5
	4
	3
	2
	1

	I was motivated to learn
	5
	4
	3
	2
	1

	Course handouts & texts were helpful with my learning
	5
	4
	3
	2
	1

	There was a variety of teaching methods
	5
	4
	3
	2
	1

	The teaching methods used were helpful
	5
	4
	3
	2
	1

	The assessments we did helped us to track our progress
	5
	4
	3
	2
	1

	The tutor knew his/her subject thoroughly
	5
	4
	3
	2
	1

	The tutor got on well with the group
	5
	4
	3
	2
	1

	We got a chance to give feedback on the course
	5
	4
	3
	2
	1
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Additional Comments (Please feel free to continue comments overleaf)

Which aspects of the course worked well ? ____________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________

How could the course be improved? ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Would you recommend this module to others? If not, please outline your reasons. ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________Any other comments,  ____________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Signature: (optional) ________________________________

Thank you for taking the time to complete this form.  Your input is an integral part of the evaluation and review process.
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Learner‘s Evaluation Form

We are interested to hear your thoughts about the course you have just attended and we would appreciate your comments.

Name of course _________________
Date _________________

Did the course meet with your expectations?

Yes 

No 
If not, can you say why?

On a scale of 1 – 5,

( please circle your rating, 1-Poor - 5-Excellent) 

Was the course….

Enjoyable

1
2
3
4
5

Useful


1
2
3
4
5

Easy to follow

1
2
3
4
5

Is this course a stepping stone to further education or for your own personal development?

Can you recall some things you learnt on this course that were important for you?
What did you not like about the course?

Are there any issues/topics that you feel need to be covered further?

What improvements for this course would you recommend?

What would you like to do now?

(Please tick the box)

Do a family learning course



Join another learning group



Learn how to use a computer


Gain a basic qualification 



None of the above




If you would like information about other courses please give your name and phone number and the name of the course you are interested in to your tutor  
Thank you!
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Tutor Summary Form 

Please summarise the Learner’s Evaluation Forms using quantity where necessary.

Name of course _________________
Date _________________
	
	yes
	No

	Did the course meet with your expectations?
	
	


If not, can you say why?

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
On a scale of 1 – 5,

( please circle your rating, 1-Poor - 5-Excellent) 

Was the course….

	
	1
	2
	3
	4
	5

	Enjoyable
	
	
	
	
	

	Useful

	
	
	
	
	

	Easy to Follow
	
	
	
	
	


Is this course a stepping stone to further education or for your own personal development?

Further Education  



Personal Development

Can you recall some things you learnt on this course that were important for you?

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
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Tutor Summary Form cont..

What did you not like about the course?

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
Are there any issues/topics that you feel need to be covered further?

________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
What improvements would you recommend?
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
What would you like to do now?

	Family Learning
	Join another learning group
	Learn how to use a computer
	Gain a basic qualification

	
	
	
	


Did you get names of learners for other courses   Yes / No

If Yes please ensure that this list is also forwarded to ALO.

Tutor
:
 _____________________
Date:  ______________
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TUTOR REPORT / EVALUATION

This report is used to evaluate our courses / programmes, make improvements and offer support wherever needed.  Please complete, date and sign this report at the end of your course / programme and return it to your ALO along with the Attendance Registers ,Student Evaluations and tutor summary form. 

Course Title: _____________________________________________________
Start Date 

______________ 

End date ________________
Content Covered: 

________________________________________________________________
________________________________________________________________
________________________________________________________________
What were the highlights for you on this course? (student participation,  student feedback, goals achieved, unanticipated learning, resources, venue etc.)

________________________________________________________________
________________________________________________________________
________________________________________________________________
What were the challenges for you on this course?

________________________________________________________________
________________________________________________________________
________________________________________________________________
What changes would improve this course?  

________________________________________________________________
________________________________________________________________
________________________________________________________________
Developing the Group Agreement – how did having this agreement affect the group dynamic?

________________________________________________________________
________________________________________________________________
________________________________________________________________
What additional supports / training would you have liked in preparing or delivering this course?

________________________________________________________________
________________________________________________________________
________________________________________________________________
Your own comments about this group and any particular needs you have identified as a next step for them?
________________________________________________________________
________________________________________________________________
________________________________________________________________
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Progression Form
Name Of Learner

PhoneNo.


Course interested in 
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Tutor
:
 _____________________
Date:  __________________________

Course completed ____________________________________________________
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Family Learning Evaluation Form

Name of the course 




Start Date

What did you find useful/interesting in this course?

What did you find not useful on this course?

Were your children on this course?

If Yes did they enjoy it? 

Would you recommend this course to others?

How did you find out about this course?

Did you think the timing of the course was right

Have you any suggestions for a follow on course?

Would you attend a follow on course at a later stage?

If you wish to please write your name and phone number  here

Any other comments

Thank you 

PAGE 1

Self Evaluation:  
a personal appraisal device – 
to diagnose areas for improvement

1. I do this often /I’m good at this

2. I do this from time to time/I’m ok at this

3. I’m not comfortable with this/I can’t do this yet

4. I’d like to be able to do this/ or do it better

5. I feel I don’t need to be able to do this/I don’t intent to do this

Some possible criteria for tutor self evaluation

	
	Tick 1,2,3,4,5 as appropriate
	1
	2
	3
	4
	5

	1
	I draw from learners what they already know and build on their knowledge.
	
	
	
	
	

	2
	I encourage a student to ask question.
	
	
	
	
	

	3
	I listen to answers and provide a response
	
	
	
	
	

	4
	I explore why the student has the wrong answer rather than just move on till I get the right answer.
	
	
	
	
	

	5
	I explain the purpose of the session in advance
	
	
	
	
	

	6
	I recap at the end of the session
	
	
	
	
	

	7
	I pay conscious attention to the amount of time I spend talking
	
	
	
	
	

	8
	I leave some silent moments without any talk
	
	
	
	
	

	9
	I set regular practice/worksheets/homework.
	
	
	
	
	

	10
	I spend time giving feedback on homework
	
	
	
	
	

	11
	I give students work to do during the session
	
	
	
	
	

	12
	I vary activities in the session regularly
	
	
	
	
	

	13
	I encourage students to try and find out for themselves.
	
	
	
	
	

	14
	I use simple visual images to convey ideas
	
	
	
	
	

	15
	I prepare attractive and relevant handouts
	
	
	
	
	

	16
	I make myself available to students within reason
	
	
	
	
	

	17
	I maintain a professional approach in all my dealings with learners
	
	
	
	
	

	18
	I let students know how they can improve
	
	
	
	
	

	19
	I encourage students to keep all their work in a portfolio
	
	
	
	
	

	20
	I smile and act human in the session
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Bull’s Eye

How to play

Vote with your feet

This game gives you the chance to demonstrate your feelings about an activity you have completed and share your views with other members of the group.

Sometimes actions speak louder than words!

Instructions

Draw a very large bull’s eye on paper and lay it on the floor in the middle of the room. (4 sheets of A1, newsprint or flip chart paper taped together).

The centre of the bull’s eye is ‘spot on’ or excellent. Moving out away from the centre of

the circle suggests some dissatisfaction, that the activity was “off target” in some way.

Make sure everyone is clear what is being evaluated. It may be an event, a study course or a performance. Your group could compile a list of questions to guide the evaluation.

Take each evaluation question in turn and ask members of the group to stand in the target in a position that represents their views. For example,

how successful were you (was the group) in achieving your objectives?
Vote on paper

A large bull’s eye is drawn on paper – A2

The lists of aspects to be evaluated are colour coded

The group leader reads out the aspects to be evaluated and passes out the colour to be used for each aspect.
Each person puts their spot of colour (stickers or markers) on the bull’s eye e.g.

How successful were you (was the group) in achieving your objectives? = red

It continues until everyone has completed each of aspects to be evaluated.
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Variations on voting

A scale of 1 – 5 or a 1 – 10 rating etc. can be added to the voting system

1 – 5 rating has 4 rings and large centre spot representing 5 out of 5 or spot on.
1 – 10 rating has 9 rings and so on. The number is written on the ring.

For total rating or an average rating, the game can be played like darts by adding up the totals for each aspect that is evaluated.
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Place a dot on the bulls eye target 

The closer to the centre better the session!
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TRAFFIC LIGHTS
Here is a fun method for evaluating your work.

You can do this on your own and with a group.

On the next page you will find some traffic lights with some space next to the three colours. You can use these colours to describe your feelings about an activity or an event.

Red:
indicates a bad experience, you are not pleased with how the activity went

Orange:
indicates that is was okay, but you’re not very enthusiastic, it could have 


been better

Green:
indicates a positive result, you feel it went well, would do the same again, etc

Example

Here is on person’s comment on the activity using traffic lights:






too many matches





time





talking about politics
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From this information you can see at a glance that this person did not enjoy using matches as part of the activity and wouldn’t choose to use this method again. He/she thought that the time spent on the activity was about right. He/she enjoyed the discussion about politics that developed the activity. 

Activity

Now evaluate something you have done recently. Think about something you have just completed. Write what it is here: 

	


What did you consider to be RED, ORANGE and GREEN about this activity?

Write your ideas next to the traffic light below.
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Once everyone in the group has completed their lights show them to each other and notice where they are similar and where they are different. 

Discuss any ways in which you would change about the activity if you had to do it again. Think about ways you could change the RED LIGHT ideas and keep the GREEN LIGHT ideas. 
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TWO CHAIRS
Try this method to evaluate group work:

· Place two chairs in front of the group. One chair is very comfortable, if you have an easy-chair that would be very good. The second chair is very uncomfortable, perhaps even a stool.

· The easy-chair represents any good and successful part of the project that you are evaluating. Anything that the group feel pleased with or worked well.

· The stool represents any unsatisfactory parts of the project, things that people didn’t like to do or that didn’t work out in the way that you hoped.

· It is quite normal for all aspects of life to have a positive and a negative side, and you want to record both aspects in your evaluation.

· Decide what you want to evaluate, e.g. the items of the course, the room you were in, the tutors, his/her way of presenting things, how work was done in the group, the way how you learned things, the time etc. 
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Once you have decided on the questions you want to ask, you are ready to start the actual evaluation:

· Someone in the group reads out the first point on the evaluation.

· One person sits on the easy-chair and says something positive about the project while another sits on the stool to make a negative comment. It is more useful if everyone gives reason for their opinions or can substantiate them with examples.

· Then the same two group members swap chairs and try to give an opposite opinion about the project. 

· Other members of the group can ask for explanations if necessary but don’t spend too long discussing the project at this stage.

· Once this pair have made all their comments two more group members sit on the chairs to have their say.

· It is important that everyone gets the opportunity to express their own feelings and opinion and not don’t simply repeat what someone else said before.

· You can write down the comments to bear in mind for next time. It is useful to include in your notes whether they were the views of individuals, the whole group, suited to particular circumstances etc., as this will make the notes more meaningful when you look back on them.





































I would like to learn more about:
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