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GUIDE for EVALUATION of QUESTIONNAIRES 
National Module Seminar
PLEASE USE YOUR NATIONAL LANGUAGE FOR EVALUATION AND TRANSLATE THE RESULTS INTO ENGLISH
Dear partners,

Please find here below the guide for evaluation and the feedback form for the seminar you hold with your TRAIN module.
You may generate the feedback and evaluate it with the following steps (I before the seminar and II afterwards):
I  Preparing the questionnaires:
Step 1
Please translate the questions into your national language.
Step 2
Please add or delete the following lines according to the number of sessions of your seminar.
Session A (Title and time of the session)
RATING

_____________________________________________________________________________

Step 3
Print the questionnaires and hand it out to the participants.

II  EVALUATION of the QUESTIONNAIRES

Step 1
Please give a short translation of the comments in English and note it in the individual questionnaire.
Step 2

For feedback evaluation please use the EVALUATION SHEET.
Read the evaluation sheet and delete the purple example lines.
Step 3
Prepare the evaluation sheet according to the numbers of sessions and add or delete lines.

	3a
	Session A: (Title and time)
	
	
	 
	
	 
	
	 
	

	3a
	RATING
	
	
	 
	
	 
	
	 
	


Step 4
Please add or delete the following columns according to the number of participants.

	Answers/Comments of the participants

	 1
	2
	3
	4
	5
	6
	7

	
	 
	
	 
	
	 
	


Step 5
Please transfer the results and the ratings (question 3 only) into the Evaluation Sheet.

Step 6
Please calculate the average ratings of the individual session (sum up the horizontal numbers and divide them by the number of participants) and fill the result into the rating column.

Step 7a
Please calculate the average of all ratings in the rating column (sum up the vertical numbers and divide them by the number of sessions) 
Step 7b

Fill in the result into the cell on the end of the rating column (right to “Average of average ratings”).

Step 8
Please give your comments on the ratings and your impressions of the seminar as required on page 2 of the evaluation sheet.
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