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Brief Executive Summary and Report Overview
Brief outline of objectives, key overall evaluations (qual and quant).
 
Participant Group:
Summary of numbers, organisations and professional backgrounds of participants

This report is divided into 6 parts:
1. Overall comments on workshop background, venue, organization, and implementation
2. Participant Evaluations – Quantitative 
3. Participant Evaluations – Qualitative (overall comments)
4. Conclusion and Final Recommendations (Overall)
5. Annexes (Agenda, Participant List, Qualitative Evaluations on daily sessions, Recommendations for Sessions)


1. Venue, Organization, and Implementation

1.1 Background to the Training


1.2 Venue

1.3  Course Organization & Implementation

	TRAINING TEAM
	Organisation
	Role

	
	
	

	
	
	

	
	
	

	
	
	



Facilitation Team:

(For a full breakdown of the agenda as implemented and assigned facilitators,  see Annex 1.)

Training Development:

Administration arrangements:

Participant Resources:

1.4 Course Objectives


2. Participant Evaluations (Quantitative)
Participants were asked to evaluate the workshop in a several ways, using quantitative and qualitative methodologies. Regarding quantitative methods, the training used:
1. Self-Assessment: This would be SE’s before and after measurement against ToR. 
2. Overall Course Evaluation Form: individual evaluations
3. Session-by Session Evaluation: Participants numerically rated each session.

2.1 Self-Assessment Results

2.2 Responses in the Overall Course Evaluation Form

The prepared evaluation forms for the workshop listed several statements and asked participants to rate the quality of the workshop using these statements as a benchmark. Allowable choices ranged from "completely" (5) to "not at all" (1). Scores of 3 indicated the response to the relevant question as “somewhat”. 

The table below shows the prepared statements from the evaluation forms, and the average numerical response from the participants who completed the evaluation. 

	STATEMENT
	Average Score

	1. Stated outcomes were achieved during the training
	

	2. Your personal objectives for attending were achieved during the training
	

	3. Training content was relevant and challenging
	

	4. Subject matter was adequately covered
	

	5. Supporting material (workbook, handouts, etc.) were helpful
	

	6. Trainers were effective
	

	7. Training methods were effective
	

	8. The training has improved my understanding of the topic
	

	9. This training has equipped me with information and skills that I can use immediately
	

	10.  The time allowed for the training was*
	

	11. Overall the training was*
	



(*For question 10, a score of 5 indicated “too little” and a score of 1 indicated “too much”; a score of 3 indicated “about right”. For question 11, a score of 5 indicated “excellent”, a score of 1 indicated “poor” and a score of 3 indicated “fine”.)

2.3 Participants’ Session-by Session Evaluations
Participants were asked to rate each session as well as measure helpful, relevance and level of difficulty for each day. The chart below shows the average scores for each session as rated by the group as a whole as well as averages of daily indicators. 

DAY 0:

	#
	SESSION TITLE
	AVERAGE SESSION RATING

	0.1
	
	

	0.2
	
	



Today was:
	Unhelpful
	4.33
	Helpful

	Irrelevant
	4.50
	 (
(
A score of 3 indicates “just right”
)
)Relevant

	Too Easy
	3.21
	Too Demanding



DAY 1:

	#
	SESSION TITLE
	AVERAGE SESSION RATING

	1.1
	
	

	1.2
	
	

	1.3
	
	

	1.4
	
	

	1.5
	
	

	1.6
	
	

	1.7
	
	


Today was:
	Unhelpful
	
	Helpful

	Irrelevant
	
	 (
(
A score of 3 indicates “just right”
)
)Relevant

	Too Easy
	
	Too Demanding



DAY 2:

	#
	SESSION TITLE
	AVERAGE SESSION RATING

	2.1
	
	

	2.2
	
	

	2.3
	
	

	2.4
	
	

	2.5
	
	



Today was:
	Unhelpful
	
	Helpful

	Irrelevant
	
	 (
(
A score of 3 indicates “just right”
)
)Relevant

	Too Easy
	
	Too Demanding



DAY 3:

	#
	SESSION TITLE
	AVERAGE SESSION RATING

	3.1
	
	

	3.2
	
	

	3.3
	
	

	3.4
	
	

	3.5
	
	



Today was:
	Unhelpful
	
	Helpful

	Irrelevant
	
	 (
(
A score of 3 indicates “just right”
)
)Relevant

	Too Easy
	
	Too Demanding



DAY 4:

	#
	SESSION TITLE
	AVERAGE SESSION RATING

	4.1
	
	

	4.2
	
	

	4.3
	
	

	4.4
	
	

	4.5
	
	



Today was:
	Unhelpful
	
	Helpful

	Irrelevant
	
	 (
(
A score of 3 indicates “just right”
)
)Relevant

	Too Easy
	
	Too Demanding


 
DAY 5:

	#
	SESSION TITLE
	AVERAGE SESSION RATING

	5.1
	
	

	5.2
	
	

	5.3
	
	



Today was:
	Unhelpful
	
	Helpful

	Irrelevant
	
	 (
(
A score of 3 indicates “just right”
)
)Relevant

	Too Easy
	
	Too Demanding




3. Participant Evaluations (Qualitative)

3.1 Daily Evaluation of Usefulness of Session Topics (Qualitative)
Participants of the workshop were asked to comment (if desired) on the usefulness of the sessions at the end of each day. Their daily comments are quite detailed and are included as Annex 3. 

3.2 Final Overall Course Evaluations (Qualitative)

	Highlights – what parts of the training were most interesting and useful for you?

	· 



	Low Spots – what parts of the training were of little or no value for you?

	· 



	Other comments?
· 




4. Conclusion and Final Recommendations
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5. ANNEXES – Agenda, List of Participants, Daily Session Evaluation Comments, Recommendations per Session

[bookmark: _GoBack]ANNEX 1 – WORKSHOP AGENDA AS IMPLEMENTED

ANNEX 2 – PARTICIPANTS LIST

	#
	First Name
	Family Name
	Gender
	Organisation
	Position

	1
	
	
	
	
	

	2
	
	
	
	
	 

	3
	
	
	
	
	 

	4
	
	
	
	
	 

	5
	
	
	
	
	 

	6
	
	
	
	
	 

	7
	
	
	
	
	 

	8
	
	
	
	
	 

	9
	
	
	
	
	 

	10
	
	
	
	
	 

	11
	
	
	
	
	 

	12
	
	
	
	
	 

	13
	
	
	
	
	 

	14
	
	
	
	
	 

	15
	
	
	
	
	 

	16
	
	
	
	
	 

	17
	
	
	
	
	 

	18
	
	
	
	
	

	19
	
	
	
	
	 

	20
	
	
	
	
	 

	21
	
	
	
	
	 



ANNEX 3 – QUALITATIVE EVALUATIONS

DAY ONE:

	COMMENTS

	WHICH SESSION(S) DID YOU GET MOST OUT OF?
	WHY

	
	· 

	
	· 

	
	· 

	WHAT SESSIONS CAN BE IMPROVED?
	HOW

	
	· 

	
	· 

	
	· 

	ADDITIONAL COMMENTS
· 




DAY TWO:

	COMMENTS

	WHICH SESSION(S) DID YOU GET MOST OUT OF?
	WHY

	
	· 

	
	· 

	
	· 

	WHAT SESSIONS CAN BE IMPROVED?
	HOW

	
	· 

	
	· 

	
	· 

	ADDITIONAL COMMENTS
· 



DAY 3:

	COMMENTS

	WHICH SESSION(S) DID YOU GET MOST OUT OF?
	WHY

	
	· 

	
	· 

	
	· 

	WHAT SESSIONS CAN BE IMPROVED?
	HOW

	
	· 

	
	· 

	
	· 

	ADDITIONAL COMMENTS
· 



DAY 4:

	COMMENTS

	WHICH SESSION(S) DID YOU GET MOST OUT OF?
	WHY

	
	· 

	
	· 

	
	· 

	WHAT SESSIONS CAN BE IMPROVED?
	HOW

	
	· 

	
	· 

	
	· 

	ADDITIONAL COMMENTS
· 




DAY 5: 

	COMMENTS

	WHICH SESSION(S) DID YOU GET MOST OUT OF?
	WHY

	
	· 

	
	· 

	
	· 

	WHAT SESSIONS CAN BE IMPROVED?
	HOW

	
	· 

	
	· 

	
	· 

	ADDITIONAL COMMENTS
· 



ANNEX 4 – SESSION OVERVIEW AND RECOMMENDATIONS

The chart below lists each workshop session and recommendations for any future changes to the sessions that might improve the overall workshop.

	#
	Session Title
	Recommendation

	0.1
	
	· 

	0.2
	
	· 

	1.1
	
	· 

	1.2
	
	· 

	1.3
	
	· 

	1.4
	
	· 

	1.5
	
	· 

	1.6
	
	· 

	1.7
	
	· 

	2.1
	
	· 

	2.2
	
	· 

	2.3
	
	· 

	2.4
	
	· 

	2.5
	
	· 

	3.1
	
	· 

	3.2
	
	· 

	3.3
	
	· 

	3.4
	
	· 

	3.5
	
	· 

	4.1
	
	· 

	4.2
	
	· 

	4.3
	
	· 

	4.4
	
	· 

	4.5
	
	· 

	5.1
	
	· 

	5.2
	
	· 

	5.3
	
	· 




