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Workshop Evaluation Process
Why: We’re introducing routine evaluation of workshops because:

· We’re 100% student-funded and need to show that we’re tracking how students interpret our services
· We want to be able to tweak workshop delivery if feedback shows that tweaks are worthwhile

· We want not to tweak if feedback shows that tweaks are unnecessary

What: We have created an evaluation sheet, based on discussions and research into how other career offices evaluate their workshops.  The evaluation includes some measures to determine where/whether to make adjustments to our workshops, and some to demonstrate in the annual report that we are responsible in tracking service delivery to ensure that we meet student needs.  The evaluation addresses:
· Satisfaction 
· Motivation 

· Learning

· Open-ended opportunities for feedback

How: To ensure that the evaluations give us meaningful data, we’re using a standardized procedure, much like the procedures professors use for collecting course evaluations.  Using the same procedure  will help ensure that all workshop participants understand the purpose of data collection and better understand that the data won’t be used to penalize them—or workshop facilitators.
In order to gather useful, rather than off-the-cuff responses, leave sufficient time for workshop participants to complete the assessment.  Emphasize the importance of their opinion.  You may wish to say something like:

 “I’d like you to let our office know what parts of this workshop were useful and what you think should be changed.  We change our workshops based on student feedback, so what you have to say today will impact what this workshop is like in the future.
 “Please also don’t worry that any feedback is going to hurt my feelings.  I won’t read these personally—they’ll be compiled by one of our staff members, and the collected feedback will be shared with me at the end of the term.
 “I’m going to leave the room while you fill out the form.  Please put your completed form in this envelope [hold it up].  I need a volunteer to wait until all the forms have been completed, seal this envelope, and put it in the book return drop box, just by the Centre for Career Action front desk. (Confirm that someone is going to do this) 
“Thanks for your time.  I enjoyed doing this workshop with you, and I look forward to making the workshop as useful as possible, based on your comments.”

 You need not follow this script exactly, but whatever you say should include some key points:

· We have used past student feedback to shape our workshops, and we will use the feedback of participants in this particular workshop

· The most useful feedback for us is specific about what we should keep and what we should change

· The facilitator’s feelings will not be hurt by constructive feedback

· Process details: the facilitator will leave the room while feedback forms are completed, a student will seal completed forms in the envelope provided and drop them in the drop box, and a staff member will compile the feedback before sharing the anonymous comments with the facilitator

  Process—one facilitator
1. Front desk staff prepares a “confidential” envelope and enough paper evaluations for workshop participants; the envelop will be labeled with the workshop title and date and placed in your mailbox for you to pick up
2. At least 5 minutes before the end of the workshop time, inform participants of the reasons and process for collecting data

3. Ask a participant to stay to seal the envelope of completed evaluation forms, and to put it in the drop box by our front desk

4. Administrative Assistant picks up the envelopes from the drop box and saves the data in a limited access file (open to Admin Asst, Asst Director, and Director – for data for annual report).

5. Administrative Assistant returns your sheets to you in a timely fashion after the workshop, so that you may use the feedback to tweak your workshop
6. Administrative Assistant compiles the collected data and provides each facilitator with their previous term’s compiled data at the start of each new semester
Process—special situations 
· If an external facilitator is used, a Centre for Career Action staff member should stay for the full talk for the first two presentations, and should attend at least once per year afterwards.  Please pay attention both to the facilitation style and the quality of workshop content.  Do not give complete evaluation sheets to external facilitators, but do contact them to work through any concerns raised by the evaluations and decide what changes to make to the workshop.  
· If there are multiple facilitators, please ask students to evaluate the main facilitator.  For some workshops, the main facilitator may be external; for others, the facilitator may be a CCA staff person.  In either case, the main facilitator is evaluated.

· When the main facilitator is external or the workshop takes place outside of the Tatham Centre, please collect the evaluation form instead of asking a student to collect and drop off completed forms.  
When to act on feedback
While part of the reason for collecting data is that the annual report requires it, and both our Centre and the university as a whole are moving towards more consistent evaluation of services, the feedback will also be useful to us and our clients.  Because you will receive feedback shortly after each workshop, you are free to put that feedback to use.  If you update a workshop, make sure you:

· Discuss it with any other facilitators of that workshop

· Update the workshop in CRC share—PowerPoint presentations

· Record it for your performance appraisal (good chance to get credit for your hard work)
