



Module 14.2



Course Evaluation Report





		Throughout this course, you have heard about your role as the course developer and/or instructor as member of a team, producing and conducting validated training materials.  



		Once the course is taught, it is the responsibility of the instructor to provide clear and accurate feedback to the course developer (who may be yourself!) on the results of the training.  This feedback is critical to the development group.  By comparing data which they receive from the instructors of the material, they can make adjustments in the course content, media, and methods of instruction.



		The important points to remember when preparing your course report is that it should be accurate, concise and should include the supporting data.  It must be a clear summary of your analysis of three important sources of information:



1.	the notes you made while preparing and conducting the course.  These should include:



--	unusual conditions or experiences affecting the results of the training;



--	changes made in methods, media or content, including the reasons for the changes as well as the results;



2.	trainee/class test results;



3.	trainee course evaluation results.





		As the course instructor, you are the only person who can properly Organize and analyze this data while drawing on your own experience with the class.  It is now your responsibility to communicate your experience clearly and concisely to the development group.  This report will also be helpful to you or other instructors at your centre, when preparing to conduct the course again.



		Although there is no standardized format for an evaluation report, there are guidelines for its format.  The report should consist of 3 parts:



1.	Narrative Summary:  This should be the first page(s) and consist of:



(a)	your comments on the overall results of the course and any unusual conditions that might have affected the training;



(b)	references to specific modules that went especially well or badly, and the reasons why you feel this was the case;





(c)	a summary (by module) of changes you made in methods or media.  Include the reasons and the results;



(d)	a brief summary of the trainees reactions to the course.  This should include specific references to modules that went especially well or poorly;



(e)	any suggestions for changes in any modules (methods, media, schedule or content) and your reasons.





2.	Supporting Test Data:



(a)	individual trainee scores, by module;



(b)	average class results, by module.  This is simply the total of all trainees' scores for the module, divided by the number of trainees;



(c)	the prescribed "passing" score for each module;



(d)	brief relevant comments concerning the scores or trainees.  This should support comments in the narrative summary.



		This information is most clearly presented in matrix or graph format so you may want to devise your own form.  One format is provided in the example attached in this handout, and you may want to keep it as a model to use back on the job.



3.	Supporting Trainee Course Evaluation Data:



	This is a summary of the trainees' evaluation of each module.  The simplest way to provide this information is to provide a summary opinion questionnaire form for each module.  This should include:



(a)	a total of the responses on the training activities and usefulness of the module;



(b)	a statement summarizing trainees' opinions on the module.  This should reflect your analysis of the trainees' comments.





		In order to save space, we have only included 2 pages of a course evaluation summary in the example.  This should, however, give you sufficient information to prepare summary supporting data for each of the modules in your own courses.



		Take a few minutes and read over the following End of Course Report.  As you review each section, refer back to the description of each part of the report and note any questions you may have on the report for class discussion.  







EXAMPLE



COURSE REPORT





Course Number:  501�Title:  Stock Maintenance�����Station:  Teleria Training Centre�Instructor:  A. Bernet��



SUMMARY



Overall Comments:



		Results were good and the trainees gave good evaluations of the training.  Although class results appear to be below expected levels, this was caused by:



1.	Trainee (3) did not meet entry requirements and was, in fact, assigned to a very different job so had little incentive to learn.  (See test result attachment)



2.	A severe storm caused the training to start one day late.  This required adjust-ments in the schedule to make up one lost day.



3.	The tape/slide materials for the course introduction did not arrive from Head-quarters.  I modified the audio script to present an introductory lecture, but my impression was that the trainees were uncomfortable with the training for the first two modules.



4.	Module 6 needs to be revised completely.  (See comments below)





Overall Results:



Module 1 -- Supplies Purchasing: 



	Content presented well, but trainees had difficulty with test due to lack of practice.  Since the test is timed, the trainees need more time to increase speed.



Module 4 -- Space Planning:



	Reduced lecture from 30 minutes to 5, presented film once instead of prescribed two times.  Saved 1½ hours class time and trainees did well.  Had the module lasted longer, I believe the trainees would have been bored.



�

Module 6 -- Inventory Procedures:



		Too much lecture and too little practice for trainees.  There are a number of commercial films available that could reduce lecture time and class time.



Module 7 -- Budgeting Procedures:



	Another practical exercise should be included on coding of expense accounts.





Changes in Methods and/or Media:



Introduction:  

	Used lecture technique.  Suggest you provide set of tape/slides for each centre.



Module 3:

	No overhead projector available, so used chalkboard for diagrams.  No problem with class, but this might explain that some trainees did not reach the passing score although they were very close.



Module 4:

	Presented film once (at beginning of class) not at close.  Results good.



Module 8:

	Added 5 overhead transparencies to visualize traffic flow.  Reduced lecture this way by 30 minutes and discussion by at least that much.  Results excellent.





Trainee Reactions:



		The only negative reactions were in modules 1 and 6.  During the test in Module 1, trainees complained of lack of time to increase their skills.  Module 6 needs much more practice.



		Modules 2 and 7 appeared to be especially worthwhile to the trainees because of the obvious important of their jobs and because they were busy inter-acting with each other during the training.



Suggestions:



		Most suggestions covered in the module results portion of report.  I believe the course could be reduced 1 day (as this class was) through reducing lectures and adding more visual aids to help ease communication.  Consider condensing modules 2 and 4 by at least 1 hour each.



�Course:  (501)  Stock Maintenance



Module



Trainee #�1�2�3�4�5�6�7�8�

Post Test�Number of Modules Passed�

Total Score�

Average Score�Comments on Tree’s  Performance�����������������1�90�95�85�90�90�70�85�95��5/8�700�87���2�75�80�75�90�85�50�80�80��1/8�615�76���3�55�50�60�35�40�40�30�60��0/8�370�46�didn't meet rqmts��4�70�85�80�80�90�75�80�90��2/8�650�81���5�100�100�95�100�95�95�100�100��8/8�785�98���6�95�90�90�85�85�90�90�80��5/8�705�88���7�90�95�85�90�90�70�85�95��5/8�700�87���8�70�85�80�80�90�60�80�80��1/8�625�78���9�85�90�90�100�200�50�90�90��6/8�695�86���10�90�90�95�95�80�65�100�95��6/8�710�89���������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������Passing Score�90�90�90�90�90�90�90�90�������Maximum %�100�100�100�100�100�100�100�100�������No. of Trainees who Passed�5�6�4�6�6�2�4�6�������

�ITU/TDG Form 23

REACTION OBJECTIVES



MODULE 1 (10 TRAINEES)





The purpose of this evaluation is to inform the Instructor(s) of the effectiveness of every session/ module in order to make improvements, if necessary.  Please answer all questions as objectively as possible, without being influenced by any likes or dislikes towards the Instructor(s).



Please check the box which represents your opinion best.  The 7 boxes allow you to vary your opinion.  The middle box represents the average between the 2 extremes.





�100�83�67�50%�33�17�0�������������This session/module has ��������This session/module has ��been very interesting�6�3�1�����not been interesting at all������������I will be able to apply��������I will not be able to apply��everything in my work�8�2������anything in my work������������Everything was new��������Nothing was new���6�3�1�����������������Everything was very con-��������Everything was abstract��crete and practical�1�5������and theoretical������������I understood everything��������I understood nothing���7�3������������������The documents and AV��������The documents and AV��aids were very helpful�7�3������aids were not helpful������������The Instructor has been��������The Instructor has been��very clear�6�3�1�����very confusing��



Do you have any suggestions to improve this session (activities, other documents, presentations, etc.)?





(1)  what was liked the most:  4 X film; 2 X clirity of instructions; 4 X no answer



(2)  what was liked the least:  3 X lack of time; 1 X the test; 4 X no answer



(3)  how could the session be improved:  3 X provide more time;  2 X provide more practice; 5 X no answer

�ITU/TDG Form 23

REACTION OBJECTIVES



MODULE 2 (10 TRAINEES)



The purpose of this evaluation is to inform the Instructor(s) of the effectiveness of every session/ module in order to make improvements, if necessary.  Please answer all questions as objectively as possible, without being influenced by any likes or dislikes towards the Instructor(s).



Please check the box which represents your opinion best.  The 7 boxes allow you to vary your opinion.  The middle box represents the average between the 2 extremes.





�100�83�67�50%�33�17�0�������������This session/module has ��������This session/module has ��been very interesting�8�2������not been interesting at all������������I will be able to apply��������I will not be able to apply��everything in my work�8�2������anything in my work������������Everything was new��������Nothing was new���6�3�1�����������������Everything was very con-��������Everything was abstract��crete and practical�9�1������and theoretical������������I understood everything��������I understood nothing���9�1������������������The documents and AV��������The documents and AV��aids were very helpful�8�2������aids were not helpful������������The Instructor has been��������The Instructor has been��very clear�8�2������very confusing��



Do you have any suggestions to improve this session (activities, other documents, presentations, etc.)?



(1) what was liked the most:  7 X demonstration; 2 X feedback given by the instructor; 1 X no ���      answer������(2) what was like the least:  NIL������(3) How could the session be improved:  NIL������������������
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