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Meeting Evaluations
Evaluation allows us to learn from our experiences. Meeting reviews and evaluations should be a regular part of our meetings as they give us the chance for honest feedback on the process and content of the meeting or workshop allowing us to build on what’s working well and  improve in the future.

 Everyone who participated in an event should be encouraged to take part in its evaluation. Bear in mind that there will be considerable differences of opinion and that it is not necessary for the group to come to agreement on the matter. It is important to point out what was successful as well as what went wrong/ begin with positive evaluations wherever possible.

The structure of the evaluation should be planned carefully prior to the meeting or workshop - how will you draw out what type of information? 
Below are ideas on how you can review or evaluate the success of a meeting or workshop – there are many more ways and you can make up your own the important thing is to get feedback and use it:[image: image1]
High and Lows:  Ask everyone to list two or three high and low points of the meeting or workshop. You can either go around the room and get this information verbally from individuals or ask them to write it on post-it notes and stick at front on a flipchart having a column for positives and one for the negatives. You can also ask people to identify the improvement opportunities and suggest what could be done to improve the next session. 
Setting expectations: At the start of a workshop or meeting ask everyone present to list the expectations that they have as an individual or the objectives/goals they have capture these and display them. Talk about how the purpose of the meeting will meet these. After the meeting or the workshop ask to what extent were they satisfied or changed as the event progressed? Do the same with goals. 

Questionnaire or feedback sheet: Draw up a questionnaire and distribute it amongst the participants for filling in. The questions and format could look something like the below. They need to be prepared before the workshop and be relevant to the content and the questions must not be leading ones. Leave space for comments on each question and overall at the end.

Did you find the workshop interesting and challenging?

         Yes               Partly             Not sure             Not really                    No         

Comments:

Overall were you happy that the workshop ‘added value’?
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 Comments:

 Did you find the afternoon creativity session interesting and enjoyable? 

Comments:

Take away:  Ask what are you taking away from this session? This rapid review can help people notice what they have learned. 

Graph review: Use a graph on a large piece of paper representing the entire meeting/event. Each participant, using a different coloured crayon or chalk, draws a line from one end to the other, drawing it above or below a central line depending on how much s/he has enjoyed/gained from the session. The phrasing of the question is important.  You can give numbers 1-10 for people to indicate a score. 
Frame Game: Give each attendee four blank cards and instruct them to fill in four different responses on the subject: "What were main concepts or learning points of the material we just covered?" Give them about five minutes to complete the exercise, then collect the cards, shuffle them, and randomly deal three cards to each person. (Note: If desired, the coach/trainer can make up four cards of her own, but they should be philosophically unacceptable with the principles presented. That is, play devil's advocate.) 

· Ask everyone to read the cards they just received, and then to arrange them in order of personal preference. 

· Place the extra cards on the table and allow them to replace the cards in their hand that they do not like. Next, ask them to exchange cards with each other. They must exchange at least one card. 

· After about three minutes, form them into teams and ask each team to select the three cards they like the best. Give them time to choose, then have them create a graphic poster to reflect the final three cards. 

· Select or vote on best poster that best represents the topic. 
Jelly baby review sheet: See toolbox for sheet and explanation.
Spot checks: Can be used at the end or during a workshop. Draw up five faces on a flipchart from very happy and smiley through to very miserable and sad. Put the paper on a stand pointing away from the group then ask each person to stick a sticky dot you have provided next to the face that describes how they feel. When everyone has done ask how can you get everyone into the happy smiley category. Alternatively you can draw a circle with quadrants labeled, too slow, slow, about right, fast and too fast on it. Again ask people to come and stick dots where they think the pace is for them. Finally you can use any of the following as headings and ask people how they feel or to mark out of ten against each, interest, usefulness, theory, practice, content, process, facilitator, results, effort and satisfaction.    
Go-Round:  simply go round the group asking everyone to say one thing that worked well, one that didn’t (or equivalent positive/negative questions). This shouldn’t feel compulsory for participants, and you shouldn’t get defensive if the workshop comes in for criticism. Accept the comments and move on to the next person.
The Pie Chart : draw a large circle and divide into slices. Each slice can then be marked to represent different exercises, expectations, quality of facilitation or anything else you want evaluating. Everyone grabs a marker pen and puts a small cross in each slice. The nearer the centre of the pie they place their cross, the higher they score that section. This is quick and easy, and very visual – trends become apparent from a quick glance.
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