Evaluation Overview – End of Year Review 
Career Centre, Trent University
Pre-meeting

1. Staff observations (at least 24 hours before meeting)

· Complete brief summary for their areas – see example below
· Prepare highlights (highs/lows/points of interest)
2. Staff review the this completed document and bring any questions to meeting (day before meeting)

During Meeting

1. Team reviews doc and any questions.

2. As needed, completes Questions/Next Steps, General Observations

3. Consider if service needs to be changed for next year
	Staff Observations
	Questions/Next Steps

	EXAMPLE HEADINGS

Resume (# of respondents)
Topics covered – 

Helpfulness – 

Learning before – (list topics)
Leaning after – (list topics)

Confidence before – 

Confidence after - 
Impact – 
	

	
	

	
	

	
	

	
	· 

	General Observations
	General Observations

	
	


Post-meeting Actions
*A=Acceptable= Rating 3,4,5

U=Unacceptable=Rating 1,2



