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FROM:	                                            , Evaluator
	Standardized Training and Technology Committee (STT Committee)

RE:	

DATE:	

NASAA Training Evaluation 
Introduction
	Name of training:

	Dates and location:


Planning
Assessing Needs
	Did the committee obtain and consider the reviews and materials from the last year’s training session?

	 Yes
	 No
	 In Part

	Materials Reviewed:
	
	

	 STTC Evaluation
	 Attendee Survey Responses
	 Other

	Comments:

	

	

	Was a Needs Assessment conducted to identify the target audience and evaluate the training needs of potential attendees, and is it clear that the needs assessment results were incorporated into the planning?

	 Yes
	 No
	 In Part

	Describe:

	

	

	Did the committee consider the training needs those unable to attend in person (distance education)?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Did the committee review Adult Learning principles?

	 Yes
	 No
	 In Part

	Comments:

	

	


Defining Objectives
	Did the committee develop clear and concise objectives for each training session and provide these objectives to participants as part of the agenda on the NASAA website?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Did the committee consider ways to measure whether objectives of each session have been met?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Did the committee ensure presenters/trainers communicate the takeaways or learning outcomes for each session?

	 Yes
	 No
	 In Part

	Comments:

	

	


Session Descriptions
	Did the committee prepare clear and concise descriptions for each training session and provide descriptions in the agenda on the NASAA website (with the session objectives)?  For separate tracks, did the committee prepare descriptions that are adequate for attendees to distinguish between the tracks?

	 Yes
	 No
	 In Part

	Comments:

	

	


Prerequisites
	Did the committee establish prerequisites for each track, as necessary? Did the committee communicate prerequisites in advance of training to provide sufficient planning time to jurisdictions?  Did the committee ensure that required skills, qualifications and professional experience for various tracks or training are clearly communicated to potential attendees (NASAA’s website)?

	 Yes
	 No
	 In Part

	Comments:

	

	


Agenda
	Did the committee develop the agenda and communicate it well in advance of the program?  Did the agenda include speakers, objectives and descriptions for each session?

	 Yes
	 No
	 In Part

	Comments:

	

	


Program
Materials (Written or Digital)
	Was the NASAA Training Guide followed in preparing the written material for the program? Was the Guide provided to all of the NASAA trainers/presenters, for instruction on presentations and materials?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Were the materials appropriate for the audience, and did they support the course learning objectives?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Were the materials are easy to read and visually appealing, thorough, clear, accurate, and complete?

	 Yes
	 No
	 In Part

	Comments:

	

	


Agenda, Objectives and Descriptions
	Did the description of the program in the agenda, and the objectives set forth in the agenda, match the program content?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Did each session provide the key takeaways, and identify practical applications, as applicable?

	 Yes
	 No
	 In Part

	Comments:

	

	


Timing
	Was the pace appropriate for the audience; were sufficient breaks provided; and was sufficient time provided for each topic?

	 Yes
	 No
	 In Part

	Comments:

	

	


Speakers/Presenters
	Were the speakers well-qualified to speak on the topic, and did they have appropriate and easily understandable speaking styles (enthusiastic/dynamic/charismatic)?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Were the speakers prepared?

	 Yes
	 No
	 In Part

	Comments:

	

	




	Were the speakers open to questions?

	 Yes
	 No
	 In Part

	Comments:

	

	Were the speakers able to handle questions?

	 Yes
	 No
	 In Part

	Comments:

	

	Did the speakers manage time well?

	 Yes
	 No
	 In Part

	Comments:

	

	Was it clear that the speakers had adequate background on their audience and how their presentation fit in with the overall training?

	 Yes
	 No
	 In Part

	Comments:

	

	Were speakers able to ensure that discussions stayed on point and time was spent effectively?

	 Yes
	 No
	 In Part

	Comments:

	


Distance learning 
	Did the moderator remind participants periodically that the session will be available via NASAA’s distance learning website?

	 Yes
	 No
	 In Part

	Comments:

	

	Did the committee ensure all moderators and speakers consistently use microphones?

	 Yes
	 No
	 In Part

	Comments:

	Was NASAA’s website address, member’s only login information and location of the distance learning on NASAA’s website is available for attendees as part of the material?

	 Yes
	 No
	 In Part

	Comments:





Tone from the Top
	Did the training exhibit a clear NASAA leadership commitment to training excellence?

	 Yes
	 No
	 In Part

	Comments:

	

	Were leadership/section/project group members present, engaged and participating?

	 Yes
	 No
	 In Part

	Comments:

	

	Was leadership introduced or identified, including section members and project group chairs?

	 Yes
	 No
	 In Part

	Comments:

	

	Were section and project group members available to attendees for questions and general networking?  

	 Yes
	 No
	 In Part

	Comments:

	

	During social events, did leadership and members reach out to attendees to introduce themselves and advance the networking benefit of the training?

	 Yes
	 No
	 In Part

	Comments:

	

	Did the training include activities within sessions that promoted the opportunity for attendees to meet one another and establish relationships that will serve as resources after the training concludes?

	 Yes
	 No
	 In Part

	Comments:

	



Incorporating Adult Learning Guidelines
	Did the training promote active learning, such as interaction and opportunities to participate, in addition to lecture?

	 Yes
	 No
	 In Part

	Comments:

	




	Did the training cover timely and relevant topics?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Did the training provide opportunities for attendees to identify what will be relevant to their work, and establish the value of the learning in the attendees’ professional life?  

	 Yes
	 No
	 In Part

	Comments:

	

	Did the training present material in a manner that attendees may connect with, and relate new topics to previous experiences?

	 Yes
	 No
	 In Part

	Comments:

	

	Did the training avoid sessions that depend too much on cognitive learning, using only lectures and/or slide presentations?

	 Yes
	 No
	 In Part

	Comments:

	

	


From Theory to Practical Application
	Did the materials include a place for “what I plan to use” when I get back to the office?  Did the program allow time for participants to make notes?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Did the training ensure that a participant can identify a specific takeaway or idea that they are able to apply to their job- something that would enhance their skills, job performance, or knowledge?  

	 Yes
	 No
	 In Part

	Comments:

	

	





Participant Engagement
	Did the participants attend the sessions?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Were the participants engaged – listening, taking notes, asking questions?  

	 Yes
	 No
	 In Part

	Comments:

	

	


Networking events, including lunch and breaks
	Did the training encourage attendees to attend lunch and any networking sessions, and communicate the value of these activities, including the benefits to the jurisdictions?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Did the training enlist committee members, leadership, and speakers to engage attendees and facilitate the meeting of new people, include “ice-breaker” activities, and encourage attendees, members, leadership and speakers to include others in dinner group plans and other similar unsponsored activities?  

	 Yes
	 No
	 In Part

	Comments:

	

	


Continuous Improvement
Training Committee Debriefing Meeting Addressing “Lessons Learned”
	Did the committee schedule a post-training meeting to review the training with all who participated in the planning and presentation of the training?

	 Yes
	 No
	 In Part

	Comments:

	

	




	Did the committee review participant survey responses with section members, project group chairs, and others who participated in the planning and presentation of the training?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Did the committee contact the jurisdictions that sent participants, to obtain feedback from supervisors on whether the training met the supervisor’s objectives; whether the goals and objectives were helpful in determining who should attend training; and whether the supervisor has any recommendations for improvement to the training or other training the supervisor would like to see provided?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Has the committee developed a plan for using the feedback and “lessons learned” as the basis for changes and fine-tuning of the following year’s training, including all interim training events?

	 Yes
	 No
	 In Part

	Comments:

	

	


Meeting Space, A/V Equipment, Location
	Was the meeting space appropriate for training - the layout effective to facilitate interaction and participation?

	 Yes
	 No
	 In Part

	Comments:

	

	

	Was the acoustic quality clear, and was the audio-visual equipment clear and easy to see from across the room?  

	 Yes
	 No
	 In Part

	Comments:

	

	




	Was there any shortcoming in the location/hotel that impacted the effectiveness of the training?

	 Yes
	 No
	 In Part

	Comments:

	

	


Training Highlights
	

	

	

	

	

	

	

	


Recommendations
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