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HANDOUT

COLLABORATION PLANNING SHEET

1. Define the objective:

- What exactly is it you want to do?

- Why do you want to do it?

2. Determine what your resources are:

- Make a list of potential experts and determine who can do what.

- Make a list of available material and financial resources.

3. Develop a plan of action:

What will Who will When will Where will
you do? do it? you do it? you do it?

Who is your trained resource person?

4, Make a timeline.

5. List how you will do evaluation- both formative and summative.
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SESSION 17 - Evaluation

Total time:

Objectives:

Materials:

Activities:

5

10

20

10

15

10

15

minutes

minutes

minutes

minutes

minutes

minutes

minutes

minutes

1 1/2 hours

By the end of the session,the participants will be able to:
° identify how they will use what they have learned during
the training in their own work.
© identify both the strengths of the training program and
ways it can be improved in the future.
° implement an Itemized Response evaluation.
© discuss four different types of evaluation techniques.

training design and objectives handouts, wall chart of
evaluation points, participant notes, individual evaluation
sheets, newsprint, markers, tape

Ice breaker
The participants describe the training program in one word.

Lecturette
The trainer outlines the different types of and audiences
for evaluations.

Itemized response evaluation
The participants brainstorm the strengths of the program and
suggest how to improve future programs.

Discussion
The participants discuss the Itemized Response Technique.

Individual work
The participants each identify what they have learned during
the program and how they will implement it in their work.

Discussion
The participants share any other thoughts or feelings they
have about the training program.

Discussion
The participants discuss the advantages and disadvantages of

different evaluation techniques.

Closing
The training program finishes.
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SESSION 17 - EVALUATION

Total time: 1 1/2 hours

Overview: This is the last session of the training program. It is
designed to teach the participants about evaluation while they evaluate
both what they have learned and the training 1tse1f “There are three
main steps in this process. : :

After a brief review of the uses, types and techniques associated with

evaluation, the

participants usé the Itemized Response Technique to

evaluate the program. Then they each complete 'a sheet of questions

identifying the

major ‘points they have ‘learnéd-during the program, and

how they will begin to put-these into practice in their own work.

Lastly, after a

general final discussion, the participants discuss the

four different types of evaluation techniques used during the session.

Objectives: By

‘the end of the session, the part1c1pants will be able to:

identify how they will use what they have learned during
the training in their own work. :

1dent1fy both the strengths ‘of ‘the training program and
ways it can be improved“in the Ffuture.

¢ implement an Itemized Response evaluation.
© discuss four different types of -evaluation techniques.

Session materials: training design and objectives handouts, participant

notes, wall chart of evaluation points, questionnaire;, individual
evaluation sheets, newsprint, markers, tape

Activities

a. Ice breaker
5 minutes

b. Lecturette

10 minutes

Procedures

The training program is nearly finished. Thinking

back upon it, write down one word you would use to
describe ‘the program. Going around the room the

participants each say what their ‘oné word was.

- Trainer's notes: Do this word association quickly as a
“way of setting the context for the evaluation. Insist
“that each person say only one word.

It is novw time to evaluate the training program.
Since we are still in'a training of trainers program,
‘. you will both:do an evaluation and reflect upon the
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process used. Yesterday, in the training design
session, we briefly discussed evaluation, identifying
the two basic forms:

* formative evaluations, which occur during a program
* gsummative evaluations, which occur at the end of a
program

At the end of each day, we have held formative
evaluation sessions, and now we will do a summative
one. The gecal of a formative evaluation is to monitor
the program and allow for participant feedback, so that
mid—-course corrections can be made. The goal of the
summative evaluation is to get participant feedback on
the program as a whole, so that future programs can be
modified and made more effective.

Just as there are several types of evaluations there
are also several levels or audiences for evaluations.

* The first is the individual participant. Sample
questions are:
What have you learned? What did you like (or not
like) about the training? What do you wish you had
done differently during the training? How will you
use what you have learned in your daily work?

*# The second is the trainer.
Which sessions went well, which ones didn't? Did
the participants find the training interesting and
enjoyable? Were the trainers' style and techniques
effective?

* The third audience is the designer of the program.
Was the content easily understood? Was it valuable?
Did the sessions flow together well? Was enough
time alloted to each activity?

* The last is the sponsoring agency.
Did the program meet its objectives? Was the
program cost effective (in terms of what the
participants actually learned)?

Finally, methods of evaluating a training program are
numerous and range from simple open discussion to
detailed questionnaires. Here is a brief list of
selected methods that can be used to evaluate a
training program:

$ Group brainstorm of program strengths and
weaknesses (Itemized Response Technique) with or
without prioritization
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C.

Itemized
response
20 minutes

* Individual response to open—-ended questions

%# Paired or shared group informal feedback (guided or
unguided)

* Participant created skit, award ceremony or other
closing activity that summarizes and comments on key
aspects of the training

* Group or paired completion of trainer prepared
questionnaire

*# TIndividual written response to questionnaire (using
open and/or closed ended questions, comments,
yes/no, or scaled (1-5) type questions)

As you choose the evaluation method and design the
tools to be used, remember to consider what it is you
want to know and why you want to know it (i.e., what
will actually be done with the information you are
collecting). If this is the only training program of
its type ever to be conducted, perhaps the
evaluation(s) should be informal and aimed at having
the participants review and plan to apply the
information covered. If it is one of a series of
programs, a formal evaluation may serve as the best
record of the program's strengths and weaknesses.

You are now going to experience several different forms
of evaluations - each addressing the interests of a
different audience and using a different technique.

Trainer's notes: Many people find evaluation a boring
and tedious experience. This is going to be a long
evaluation session so the context needs to be set for
it., Also it is important that the participants
understand that they are not just the objects of the
evaluation. This continues to be a training session,
with the participants learning experientially how to
administer an effective program evaluation.

Materials: wall chart of evaluation points

We are going to start the evaluation process with a
technique called the Itemized Response. It is done at
the group level in a brainstorming fashion. The
trainer then tapes two pieces of newsprint to the front
wall. At the top of the first, he/she writes POSITIVE
ASPECTS, and at the top of the other PROBLEMS TO BE
SOLVED. The participants then look back through their
training notes and individually list on a piece of
paper what they think were three strengths of the
program. Then, by going around the room, these are
listed on the newsprint sheet titled 'Positive
Aspects". Next the participants list three issues they
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d. Discussion

a

10 minutes

Individual
work
15 minutes

have with the program, stated as questions starting
with the words, 'how to'. For example, not 'the
training day was too long', but 'how to make the
training day shorter'; or not 'the session on
objectives was boring' but 'how to make the session on
objectives more interesting.' (For more complete
directions, see the attachments.) Again the
participants say their points, and the trainer writes
them on the 'Problems to be Solved' list, encouraging
them to think of as many items as possible.

Trainer's notes: The data from the newsprint sheets
should be typed up and submitted with the final
training report.

Materials: newsprint, markers, tape

The trainer then leads a discussion on the technique.

— How does this method differ from other evaluation
techniques you have used?

~ What are the advantages of the technique? The
limitations?

— How or when could you use this technique in your own
work?

Trainer's notes: If the participants do not mention
it, tell them that one of the strengths of the Itemized
Response Technique is that it allows people to
criticize a program in front of the trainer and others
in a non-threatening manner. This is because the
issues are written up in the form of 'how to improve'
instead of 'this is what's wrong'.

We were just working at the group level, giving
evaluative information to the trainers, program
designers and Peace Corps. Now you will do a brief
evaluation that has you as its audience. What impact
has this program had on you? Please take 15 minutes
and answer the questions on this handout. I will not
be collecting these. The purpose of the questions is
to help you evaluate for yourself what you have
learned. The trainer hands out the individual
evaluations and lets the participants work for 10
minutes.

Trainer's notes: Be sure the participants understand
that no one else is going to look at these sheets.
They are intended to help the participant reflect upon
and evaluate his/her own experience of the training.
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f. Discussion
10 minutes

g. Discussion
15 minutes

h. Closing
5 minutes

Materials: individual evaluation sheets

The last two evaluation techniques you used, the
Itemized Response and the individual questionnaire,
were structured forms of evaluation. Let's now have
one last informal, unstructured group discussion. Are
there any last comments any of you would like to make
about any aspect of the training program?

Trainer's notes: Though the style of this is an
informal conversation, one of the trainers should take
notes on what is said.

Have the participants name the four methods of
evaluation used (word association, Itemized Response,

"individual questionnaire, unstructured group

discussion). Then lead a short discussion comparing
them.

1. Which of the four methods was the most enjoyable to
do?

2. Which did you find the most personally useful?
Why?

3. Which do you think will be the most informative for
the program designers or Peace Corps?

4. Which techniques do you think will be the most
effective in your work with teachers?

Trainer's notes: Depending upon the participants’
responses (if they identify different techniques for
the different audiences in questions 2 and 3), you may
want to stress that this is the reason why it is
important to use different evaluation techniques at the
end of any major training program,

The closing depends upon the given training situation.
If there is going to be a closing luncheon or awards
ceremony, the announcement is made here. Whatever the
situation, there should be some form of celebration to
officially end the training.

Trainer's notes: It is important that the participants
feel that the work they have accomplished during the
training is acknowledged by the training staff. While
there could be a party on the last night, there should
also be a luncheon or awards ceremony that closes the
training. Ideally the closing celebration or ceremony
should be planned by a team including Peace Corps
staff, the trainers and several of the participants.
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WALL CHART

EVALUATION

TYPES OF EVALUATION

- Formative

- Summative

AUDIENCES FOR EVALUATIONS

the individual participant

the trainer(s)

the program designer

the sponsoring agency

EVALUATION TECHNIQUES

- Group brainstorm of program strengths and weaknesses (with or without
prioritization)

— Individual responses to open-ended questions

- Paired or shared group informal feedback (guided or unguided)

- Participant created skit, award ceremony or other closing activity
that summarizes and comments on key aspects of the training

- Group or paired completion of trainer prepared questionnaire

- Individual written response to questionnaire (using open and/or closed
ended questions, comments, yes/no, or scaled 1-5 type questions)
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ITEMIZED RESPONSE EVALUATION

Purpose: The IR Evaluation is a technique for periodic feedback and
evaluation during the course of a training program. The technique is
aimed at providing a simple format that is quick and easy to use, that is
positive, reinforcing, and avoids defensive reactions, and that engages
everyone in looking at identified weaknesses in more constructive terms
of problems that need to be solved.

The technique serves as an aid to communication between participants
and trainers, and to an increased sense of participation in the training
enterprise. It can give the trainer(s) a sense of the participants'
assessment of the training program in general up to that point, or their
assessment of specific components, such as methods, content, aids and
other elements. It naturally leads into a remedial action or improvement
orientation.

Description: The first essential aspect of this technique is that
participants, as evaluators, must begin by identifying and itemizing what
is positive, or has worked well, in regard to the program or one of its
components. This list is extended as much as possible. Participants
then make a second itemization, listing weaknesses in terms of "problems
to be solved"” in order to improve the training. Thus, rather than
"training schedule is poor," it is listed as "how to improve scheduling."”

This technique may be used as an individual written format, or as a
group process, according to the following example:

Step #1: Using a blackboard or large pad where
information is available to all, the recorder (trainer or
participant) divides the board or writing surface in
half. One side is headed "positive aspects, or what went
well," and the other "problems to be solved."

Step #2: Recorder starts listing on the positive side
the items suggested by participants. Items are listed in
a brief form of a few suggestive words, and this is done
as quickly as possible. Recorder may encourage group to
stretch to find something else if only one or two items
are mentioned. Another alternative is to go around the
room to see if each person has something to add.

Step #3: Recorder does the same for the "problems to be
solved" side. While a short form of the problem may be
listed as a statement, if the problem is listed as "How
to...", a more constructive and problem-solving stance is
encouraged. This is also less threatening for the
person(s) who might be identified with the problem. Here
the recorder may have to help the person noting a problem
to rephrase.

David Kinsey & Howard Steverson
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HANDOUT

PERSONAL EVALUATION SHEET

1. Which were the most interesting content areas of the training?

2. Which content area will you explore more on your own?

3. Which training techniques did you learn for the first time?

4., What training techniques did you know how to do before, but you now
think you know better?

5. When you begin your own training programs, what will you do
differently because of what you learned in this program?

249



Since 1961 when the Peace Corps was created, more than 80,000 U.S. citizens
have served as Volunteers in developing countries, 1iving and working among the

people of the Third World as colleagues and co-workers.
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