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1 Introduction  

Evaluation is an essential and integral part of the training curriculum, not just the end of training. Evaluation helps in determining training needs, defining training objectives, adjusting training methods and materials, deleting unnecessary content, executing training, verifying accomplishments, following-up with trainees and reducing training costs. Evaluating whether objectives have been accomplished is as important as specifying training objectives. Evaluation tools may range from objective tests to subjective assessments.  Formal evaluation may include monitoring the course climate, pre- and post-tests, partial tests, continuous activity evaluation, evaluation of course coordination and course materials and final course evaluation. None of these evaluation procedures are intended to grade trainees or resource people, but to monitor course progress.   
2 Relevance of Evaluation  
Donald Kirkpatrick
 identifies four levels of training evaluation: Level 1 = reaction, Level 2 = learning, Level 3 = behaviour, Level 4 = results. 
Level 1 (= reaction) measures the satisfaction of participants who attended the course. It focuses on the feel-good factor. While it is the lowest level of measurement, it is nonetheless important. The areas include aspects before and during the course. 
· Pre-course: travel arrangements, information about course content, pre-course preparatory assignments and expectations from participants  
· During the course: coordination, classroom and training facilities, training materials (e.g. quality, appropriateness), training methodology, accommodations and catering, training facilities and infrastructure, number of participants and course duration  
Level 2 (= learning) focuses on the extent to which participants learned what they were expected to learn. It measures the acquisition of new knowledge, improvement of skills and change in attitude. Learning evaluations test knowledge and skills through benchmark or entry tests and post-course tests. They measure knowledge, skills and attitudes before and after the training programme. They employ paper and pencil tests to measure knowledge, and attitude and performance tests to measure skills.
Level 3 (= behaviour) follows up on the extent to which participants applied what they learned after they returned to their jobs.

Level 4 (= results) goes beyond the training and assesses the impact of training on the performance of the trainees' organisations. 
The focus in this Unit is on Levels 1 and 2. Levels 3 and 4 are addressed as follow-up to the training. 
Evaluation is an essential and integral part of the training curriculum, not just the end of training. Evaluation helps in:  

· determining training needs;  

· specifying training objectives;  

· adjusting training methods and materials;  

· deleting unnecessary content;  

· executing training;  

· verifying accomplishments;  

· following-up with trainees;  

· reducing training costs.  

The evaluation of whether objectives have been accomplished is as important as specifying training objectives. Specifying objectives guides the evaluation.   
Two types of evaluation are:  

· formative evaluation – helps monitor training while in process; 

· summative evaluation – measures accomplishments and impact after training.  

Evaluation may be internally or externally organised. Internal evaluation is directly connected with learners, teachers and organisers who often evaluate informally and unconsciously by critically observing the progress and outcome. External evaluation is often summative. 
Objective tests are based on answering specific questions. They may be free from bias, but they are difficult to design and their value is restricted to knowledge and comprehension. They do not assess learners' ability to analyse and evaluate. Response tests give wider freedom for subjective expression, but are more difficult to assess. For PGIS, it is important to test practical skills. Skills can be tested through exercises, project and course work, questioning and observing. 
Training should be acceptable to trainees, improve knowledge, skills, attitudes and job performance and increase the efficiency of the trainees' institutions. All these aspects can be evaluated, although a training course itself may not include each of these aspects. 
Formal evaluation may include the following procedures:  

· monitoring course climate; 
· pre- and post-tests; 

· partial tests; 

· continued activity evaluation; 

· evaluation of course coordination; 

· evaluation of course materials; 

· final course evaluation.   

None of these evaluation procedures are intended to grade trainees or resource people, but to monitor course progress. Course coordinators should prepare all evaluation forms and questionnaires in a concise, well-organised and neat format.   

3 Monitoring the course climate  
Many methods exist for continuously monitoring the feelings of course participants, such as the Democracy Wall (see M14U03_handout_democracy_walls). 
The Evaluation Dartboard
 is a useful tool to gauge participant feeling on a range of issues. On a large piece of paper or flipchart, draw the shape of a dartboard, as shown below. Decide which aspects of the event to evaluate (it is also possible to ask participants to suggest which aspects they would like to evaluate). Participants should make a mark in each segment of the dartboard according to their level of satisfaction. The nearer the mark is to the middle of the board (the “bull’s eye”), the higher the satisfaction. The further away from the middle, the lower is their satisfaction. After participants have placed their marks, discuss the results with them. This method provides a snapshot of feelings. It can be used either at the end or during a training event or workshop. 
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4 Pre- and Post-Tests  

A pre-test at the beginning of the course helps to assess trainees' initial knowledge. For the pre-test, it is preferable to use a multiple-choice questionnaire. Multiple-choice questions are more difficult to design than open-ended questions; it is difficult to avoid ambiguities and clues. But answering requires less time and analysis is easier and more objective.  
Designers of questionnaires should consider these characteristics when constructing multiple-choice questions:  

· Multiple-choice questions consist of a "stem" and several options for answers.  

· The stem should be a concise statement that leads directly into the options.  

· Include in the stem as much information about the item as possible. 

· Formulate the stem concisely, free of irrelevant material. 
· Each option should be a grammatically correct completion of the stem.  

Example: 
A multiple-choice question consists of a stem (this statement) and 

· a definitely wrong distracter 

· one correct answer 

· another definitely wrong distracter  

Multiple-choice questions are  
 

a
easy to develop
distracter
b
easy to answer
distracter  

c
relatively objective 
answer

d
not widely applicable  
distracter
· Only one option should be the correct answer.
· Correct answers must not be self-evident.
· All other options (i.e. distracters) should be plausible but definitely wrong.  

· The length of options should not provide a clue to the answer. 
· Ask only relevant questions that represent a real problem. 
· Avoid negatively formulated questions. 
· Arrange the position of the options in random order. 
· Do not use multiple-choice questions when other types of evaluations are more appropriate. 
Course coordinators should present the pre-test to trainees at the very beginning of the course, preferably before the opening ceremony. They should explain that the test is not to grade trainees but to monitor course progress. They should ask trainees to be honest and not to guess. Trainees should leave questions open if they do not know the answers. 

Coordinators should analyse the test immediately and discuss results with trainees and resource people. Coordinators may expect between 10 and 30 percent correct answers. If the percentage of correct answers is higher, the course level may be too low. If there are weaknesses in particular subject areas, coordinators should alert the corresponding resource people. 
Coordinators may inform participants about the results, but should not give the questionnaires back before the end of the course. 

The post-test helps to estimate training effectiveness at the end of the course. Coordinators should use the same questionnaire that was used for the pre-test. By comparing results from pre- and post-tests, change in knowledge can be measured. Coordinators should not use the comparison as the only measurement of course success, however. They should remember that acquiring knowledge is only part of the course objectives. 
Coordinators should present the post-test one day before the course ends. They should analyse the test overnight, compare pre- and post-test results and present them to trainees and resource people the next morning. At that time, both pre- and post-tests may be returned to trainees. Coordinators should expect between 80 and 100 percent correct answers. If the percentage of correct answers is lower, the course may not have covered certain subject matters well enough.  
Pre- and post test analysis is more efficient if the results are tabulated. Tabulation also allows analysis of the value of individual questions and options.  

5 Partial Tests 

Partial tests help ensure that resource people cover their subject matter appropriately. Partial tests also stimulate trainees' continuous attention. Partial tests should not be used to grade trainees. 
A good practice is to use the first 15 to 20 minutes of each day for the partial tests, and to ask four or five questions from topics of the previous day. Open essay questions may be more convenient than multiple-choice questionnaires. Also problem-solving tests may be assigned to be returned a few days later. However, assignments should not be given overnight because trainees do not have the time to accomplish them. 
Since course coordinators are responsible for the content of each training activity, they are also responsible for the partial tests. They should design questions and expected answers (both!) in collaboration with resource people. Coordinators should not leave the design of questions entirely to resource people because these are often biased towards their specialty. 
Coordinators should not expect that trainees have time to study in the evening to pass an examination the next morning. Course time is too valuable to study literature that trainees can take back home anyway. The partial tests should only cover the most relevant course content that resource people should address during regular class time and in a way that does not require additional reading. Passing an examination is not an objective of the course. 
During the partial tests, coordinators should allow open books to place trainees in a real life situation where they can consult references. They should allow trainees to use books, training documents and any other reference material. 
Coordinators should analyse answers of partial tests immediately with instructors. They should write the corrections directly onto the tests. They should not give grades. Coordinators should return tests to trainees and discuss results at the earliest opportunity. 
6 Continuous activity evaluation  

In the continuous activity evaluation, trainees evaluate the course. This evaluation is useful to improve training while in process. See the evaluation form below (front and back side).  
At the beginning of the course, coordinators should explain how to use the evaluation process and ask trainees to be critical. 
Every morning, coordinators should hand out new evaluation forms. Trainees should evaluate immediately at the end of each activity: opening session, presentations, practices, discussions, field visits, social events and travel. At the end of each activity, coordinators may write the title of the activity on a board to remind trainees to evaluate immediately.  
At the end of the day, coordinators collect the evaluation forms and summarise results on the summary forms (see the form below). They fill in the summary forms by hand. To have the results available immediately is more important than to have them nicely typed several days later.  
Coordinators may include trainees in analysing the evaluations. They may ask trainees to draw conclusions and to report them back to the class the next morning. 
Coordinators should give the summary forms to the corresponding resource people and discuss the results. They should not give the results to anyone other than people involved in course organisation. Copies should be kept for future planning. 
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7 Evaluation of Course Coordination

The evaluation of course coordination allows resource people to evaluate the support given by course coordinators. Coordinators may adapt the following sample to their specific needs. Coordinators should ask resource people to return the evaluation form after the course has ended. 

excellent
good
deficient

  Advanced notice  

  Background information  

  Programme planning  

  Continued communication  

  Assistance in lab and field preparation  

  Assistance in material preparation  

  Classroom, laboratory and field support  

  Support on equipment  

  Time management  

  Evaluation and feedback  

  Final course report  

 Comments:  

8 Evaluation of Course Materials 

The evaluation of course materials allows resource people to evaluate the materials included in the PGIS Training Kit. Coordinators may adapt the following sample to their specific needs. Coordinators should ask trainers to return the evaluation form whenever they have used any material. 
Whenever you used some of the PGIS materials for training, we would appreciate your opinion on any of these materials: Handout for Trainee, Module Trainer Notes, Unit Trainer Notes, Exercises, Complementary Handouts, PowerPoint Presentations, etc. Your answers help to improve the PGIS Training Kit. Please return your answers to the course coordinator.  

Your Name 


Email Address 


Your Organisation 


Title of Training Event 


Location and Date 


Organising Institution(s) 


Materials used: 

How useful did you find the materials in this Unit?
Very useful
Useful
 Not useful
Did you use the materials as is with your trainees 
or did you adapt them?  

Used as is 
Adapted
Please give us any suggestions on how to improve these materials and any other comments:  
Date 
Thank you

9 Final course evaluation 
For short training events, coordinators may use a concise End-of-Training Evaluation Form (next page). 
A more extensive final questionnaire assesses trainees' perceptions of the course as a whole including its overall acceptability, strengths and weaknesses and allows trainees to make suggestions. Coordinators may adapt the sample in Appendix 1 to their specific needs. 
The first question, “general opinion on the course”, is arranged in such a way that ideal answers result in a diagonal pattern from top left to bottom right. Another important aspect is the balance between theory and practice, which is addressed in Questions 6 and 7. Trainees usually criticise too much theory and not enough practice. 
Questions like “What topics should have been extended?” are generally not conclusive. Trainees usually wish to extend almost everything. Questions should address which topics could have been reduced (or omitted). Also coordinators should not ask which topics have been most useful. Trainees find almost everything most useful. Instead, ask which topics were the least useful. Coordinators may also ask what new topics should be included in the future. 
Coordinators should give the questionnaires to trainees several days before the course ends and collect questionnaires the day before the course ends. They should extract the most relevant conclusions overnight and discuss them with the trainees the next morning. 
After the course, coordinators should summarise the questionnaires carefully, using a new page for each question. The summary may be included in the final course report. Coordinators should refer to the results when planning the next course. 
End-of-Training Evaluation Form
Thank you for attending this Training Workshop. Please fill in the evaluation form below – your feedback will help us improve our future training programmes.

Date:      
1. Personal details (Optional)

Your name:
      
Your e-mail address:       
	2. Were the workshop objectives made clear to you in advance (e.g. through the letter of invitation)?

Not clear

 FORMCHECKBOX 

Somewhat clear

 FORMCHECKBOX 

Very clear

 FORMCHECKBOX 


	
	3. How useful did you find the workshop overall?

Not useful

 FORMCHECKBOX 

Somewhat useful

 FORMCHECKBOX 

Very useful

 FORMCHECKBOX 



	
	
	

	4. How satisfied were you with the trainer?

Not satisfied

 FORMCHECKBOX 

Somewhat satisfied

 FORMCHECKBOX 

Very satisfied

 FORMCHECKBOX 


	
	5. How satisfied were you with the handouts?
Not satisfied

 FORMCHECKBOX 

Somewhat satisfied

 FORMCHECKBOX 

Very satisfied

 FORMCHECKBOX 



	
	
	

	6. How did you find the pace of the workshop?
Too slow

 FORMCHECKBOX 

About right

 FORMCHECKBOX 

Too fast

 FORMCHECKBOX 


	
	7. How did you find the length of the workshop?

Too short

 FORMCHECKBOX 

About right

 FORMCHECKBOX 

Too long

 FORMCHECKBOX 



	
	
	

	8. How satisfied were you with the organisation of the workshop?

Not satisfied

 FORMCHECKBOX 

Somewhat satisfied

 FORMCHECKBOX 

Very satisfied

 FORMCHECKBOX 


	
	

	
	
	


9. Please share with us any other comments and suggestions for improvement

     
10 Appendix 1:  Final Questionnaire 


Name of the course

Final Questionnaire

Name of trainee (optional):
Name and address
Name and address

of
of

organising institution:
collaborating institution:

Read all questions before answering
1
General opinion about the course:  Mark the box that most closely represents your opinion. 

_____________________________


organised
disorganised


_____________________________


practical
theoretical


_____________________________


easy
difficult


_____________________________


long
short


_____________________________


not applicable
applicable


_____________________________


Comments:  

2
Course organisation


location
well-structured
poorly structured

 1

 2

 3


Comments:  

3
Level of the course
high
................. ..................
(  )



adequate
.................. .................
(  )



low
.................. .................
(  )


Comments:

4
Knowledge acquired
much
............................. ......
(  )



some
....................................
(  )



little
....................................
(  )


Comments:  

5
Instructors'
excellent
....................................
(  )


teaching abilities
good
....................................
(  )



deficient
....................................
(  )


Comments:

6
Time dedicated to different activities


long
adequate
short

  presentations

  practices
  excursions

  discussions

  group work


Comments:  

7
Time dedicated to theory and practice


long
adequate
short

  theory

  practice


Comments:  

  8
In which topics should theory have been reduced?  

  9
In which topics should practice have been reduced?  

10
In the future, what topics could be omitted?  

11
In the future, what topics could be included or expanded?  

12
To what degree did
much
...................................
(  )


the course accomplish
some
....................................
(  )


your objectives?

Comments:

13
Quality of
excellent
....................................
(  )


training materials
good
....................................
(  )



deficient
....................................
(  )


Comments:

14
Quantity of
sufficient
....................................
(  )


training materials
insufficient
....................................
(  )


Comments:

15
What have been the least useful materials?  

16
How could your experience have been better used during the course?  

17
What changes would you suggest to improve future courses?  

18
Physical facilities                                                (“+”  = good;  “-“  = deficient)

  location (name)
1
2
3

  classrooms

  working rooms
  sites for exercises
  …

Comments:

19
Accommodations / facilities                               (“+”  = good;  “-“  = deficient)
  location (name)
1
2
3

  dormitories

  food

  transport

  social activities 


Comments:  

20
What type of collaboration would you like with ....


.... the course organiser?


.... your national programme?


.... your international research centre or organisation?

21
Evaluation procedures

  
useful
acceptable
useless

  pre-evaluation

  post-evaluation

  partial evaluation

  activity evaluations

  final questionnaire


Comments:  

� Kirkpatrick, Donald L. 1998. Evaluating Training Programs: The four levels. 2nd ed. Berrett-Koehler, San Francisco, USA. 


� Taylor, B. and Beniest, J. 2003. Training in agroforestry – A toolkit for trainers. Page 2.176. ISBN 92 9059 151 x. The World Agroforestry Centre, United Nations Avenue, PO Box 30677, GPO 00100, Nairobi, Kenya. � HYPERLINK "http://www.worldagroforestrycentre.org" ��www.worldagroforestrycentre.org�.  
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