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Evaluating one-to-one cpd - Sample questionnaires 


1 Deepening learning and evaluating its application

2 Measuring ‘distance travelled’

3 Programme management

4 Other questionnaire templates

These sample questionnaires are offered in the spirit of ‘help for busy people’! We can’t provide a template for every need, as we’re covering three different types of one-to-one cpd provision and you’ll all be offering this provision in different ways and of course have different aspects that you want to evaluate. So we offer you three templates that together represent a range of formats and three main aims/topics of evaluation: to deepen learning and evaluate its application, to measure ‘distance travelled’ and to enhance management. We’ve kept them short and general, as a kind of ‘starter for ten’, as you might want to ‘mix and match’ (provided you maintain some 
logicality/consistency of approach) and will certainly want to add specific areas in which you’re particularly interested.

Please note: These sample questionnaires can be reproduced and used as they stand or can be adapted to fit your specific purposes.

They have been extracted from:
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1 Deepening learning and evaluating its application
Questions like the ones below are useful for prompting self-reflection, in particular in relation to goals set within a professional development plan or within the mentoring/coaching context, and to capturing particular impacts.


Form to include: Provision name and introductory paragraph explaining purpose of evaluation, how long the form will take to complete, how to, deadline and how/where to reply. Confidentiality/anonymity statement. Thanks. Room for name (optional).

a) To what extent have your main learning and development goals in taking part in the [one-to-one cpd] been met?


(6=exceeded, 1=not at all)
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	Please describe what you gained from the [one-to-one-cpd]. 




b) To what extent do you feel you were given support in the areas you needed most?


(6=exceeded, 1=not at all)


	Please describe in what ways support was given. 




c) Were there any unexpected areas of learning for you? 


YES/NO


d) Please summarise what you feel you can now do, or do differently, as a result of the [one-to-one cpd].


e) Please describe any particular achievements that you attribute, at least in part, to the effect of the [one-to-one cpd]. This could include gaining/changing employment; getting published; developing and reaching new audiences; writing in a new genre; increasing income; securing more work/other related work; initiating new projects etc. If possible, please put a financial value to the achievement e.g. £x project funding raised; £y commission secured. 


Thank you very much for taking time to complete this evaluation. Your feedback is much appreciated and we hope the self-reflection has been useful to you. Please return this form to/by etc. 


2 Measuring ‘distance travelled’
This is particularly suitable for use at the beginning and end of mentoring or coaching provision, helping you evaluate the impact of provision in a quantitative way. You can draw up charts to show progression on both an individual and group basis once you have the ‘before’ and ‘after’ information and analyse in which areas there was greatest ‘distance travelled’ (see just one example of how to represent this visually below). You may want to use a numbering or coding system rather than ask for names - you do need some way of ‘matching’ the two charts for each individual! 



Form to include: Provision name and introductory paragraph explaining purpose of evaluation, how long the chart will take to complete, how to, deadline and how/where to reply. Explanation re follow-up questionnaire at end/six months later etc as appropriate. Confidentiality/anonymity statement. Thanks. Room for name (optional) or use numbering/coding system.

Please place a cross (x) as appropriate on the scale 1 to 10 below, where 10 is the highest.

	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	How confident do you feel as a writer/literature development worker? 
	
	
	
	
	
	
	
	
	
	

	How well do you know your strengths and weaknesses?
	
	
	
	
	
	
	
	
	
	

	How well do you know how to access learning and development support?
	
	
	
	
	
	
	
	
	
	

	How effective are your general working practices e.g. time management?
	
	
	
	
	
	
	
	
	
	

	How clear are you about your work/career goals?
	
	
	
	
	
	
	
	
	
	

	To what extent are you meeting your writing/writing support ambitions?
	
	
	
	
	
	
	
	
	
	


Thank you very much for taking time to complete this chart. Your feedback will help us evaluate the impact of the [one-to-one cpd] on both an individual and whole group beneficiary basis. Please return this form to/by etc.

Example response for an individual    (SP= start point, FP = finish point)

	PERSON I
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	How confident do you feel as a writer/literature development worker? 
	
	
	
	SP
	
	
	FP
	
	
	

	How well do you know your strengths and weaknesses?
	
	
	SP
	
	
	FP
	
	
	
	

	How well do you know how to access learning and development support?
	
	
	
	
	SP
	FP
	
	
	
	

	How effective are your general working practices e.g. time management?
	
	
	
	
	
	SP
	FP
	
	
	

	How clear are you about your work/career goals?
	
	
	
	SP
	
	
	
	
	FP
	

	To what extent are you meeting your writing/writing support ambitions?
	
	
	SP
	
	
	
	FP
	
	
	




3 Programme management

The main thing to remember with this area of evaluation is to ask the same (or directly equivalent) question of all parties - participant, provider and programme manager - to achieve a real ‘triangulation’, where three perspectives give a holistic picture. If you’re the provider or managing the provision yourself, don’t miss out asking yourself the questions! 



For all forms: Provision name and introductory paragraph explaining purpose of evaluation, how long the form will take to complete, how to, deadline and how/where to reply. 
Confidentiality/anonymity statement. Thanks. Room for name (optional).

A
Participants

1 Application and matching process

a) Please say how you heard about this [one-to-one cpd] opportunity.
b) Was the information about the [one-to-one cpd] and application process clear?

· YES

· NO  

Comments:

c) Was the interview conducted fairly and helpfully?

· YES

· NO  

Comments:

d) Was the matching process with your [pdp guide/mentor/coach] undertaken fairly and helpfully?

· YES

· NO  

Comments:

2
Administration

a)
Were all communications with you clear and timely?

· YES

· NO  

Comments:

b)  Were venues used suitable?

· YES

· NO  

Comments:

3
Working with your [pdp guide/mentor/coach]
a) Did your [pdp guide/mentor/coach] attend all agreed sessions?

· YES

· NO  

Comments:

b) How would you rate the number of sessions you had?

· Just right

· Not enough

· Too many

Comments:

c) How would you rate the length of the sessions?

· Just right

· Too short

· Too long
Comments:
d)
How effective was your [pdp guide/mentor/coach] in helping you identify and meet your aims?

· Very effective

· Effective

· Quite effective

· Not effective


Comments:

4
Management

a) How would you rate the overall management of the [one-to-one cpd]?
· Excellent

· Good

· Adequate

· Poor

b) What were the strengths of the management of the [one-to-one cpd]?
c) What were the weaknesses of the management of the [one-to-one cpd]?
d) What would you recommend as improvements in management for any future provision?

Thank you very much for taking time to complete this evaluation. Your feedback is much appreciated and we hope the self-reflection has been useful to you. Please return this form to/by etc.
B
Providers (NB questions have not been formatted to save space)

1
Application and matching process

a) Please say how you heard about this [one-to-one cpd] opportunity.
b) Was the information about the [one-to-one cpd] and the application process clear?

· YES


· NO  

Comments:

c) Was the interview conducted fairly and helpfully?

· YES


· NO  

Comments:

d) Was the matching process with your [pdp participant/mentee/coachee] undertaken fairly and helpfully?

· YES


· NO  

Comments:

2
Administration

a)
Were all communications with you clear and timely?

· YES


· NO  

Comments:

b) Were venues used suitable?

· YES


· NO  

Comments:

3
Working with your [pdp participant/mentee/coachee]
a)  Did your [pdp participant/mentee/coachee] attend all agreed sessions?

· YES


· NO  

Comments:

b) How would you rate the number of sessions you had?

· Just right


· Not enough

· Too many

Comments:

c) How would you rate the length of the sessions?

· Just right


· Too short

· Too long


Comments:

d) How effective do you think you were in helping your [pdp participant/mentee/coachee] identify and meet their aims?

· Very effective


· Effective

· Quite effective

· Not effective

Comments:
e) Did you receive professional supervision?

· YES


· NO  

If YES, please describe what you gained from it.
4
Management

a) How would you rate the overall management of the [one-to-one cpd]?
· Excellent

· Good

· Adequate


· Poor

Comments:

b) What were the strengths of the management of the [one-to-one cpd]?
c) What were the weaknesses of the management of the [one-to-one cpd]?
d) What would you recommend as improvements in management for any future provision?

Thank you very much for taking time to complete this evaluation. Your feedback is much appreciated and we hope the self-reflection has been useful to you. Please return this form to/by etc.

C
Programme managers (NB questions have not been formatted to save space)

1 Application and matching process

a) Please say how you advertised this [one-to-one cpd] opportunity.
b) Please comment on the effectiveness of your advertising.
c) Please comment on any notable points about the interview processes.
d) Please comment on any notable points about the matching processes.
2
Administration

a)
Were there any barriers to achieving clear and timely communication?

· YES


· NO  

Comments:

b) Were venues used suitable?

· YES


· NO  

Comments:

3
Supporting the one-to-one cpd provider/participant relationship 

a) Did your [providers/participants] attend all agreed sessions?

· YES


· NO  

If NO, what did you do?

Did this make a difference? Please explain.

b) How would you rate the number of sessions planned?

· Just right


· Not enough

· Too many

Comments:
c) How would you rate the length of the sessions?

· Just right


· Too short

· Too long


Comments:
d) How effective do you think you were in supporting [providers/participants]?
· Very effective


· Effective

· Quite effective

· Not effective

Comments:
4
Management

a)   How would you rate your overall management of the [one-to-one cpd]?
· Excellent

· Good

· Adequate


· Poor

Comments:

b)
What were the strengths of the management of the [one-to-one cpd]?
c)
What were the weaknesses of the management of the [one-to-one cpd]?
d)
What would you recommend as improvements in management for any future provision?

Thank you very much for taking time to complete this evaluation. Your feedback is much appreciated and we hope the self-reflection has been useful to you. Please return this form to/by etc.



4 Other questionnaire templates

1 Professional Development Planning by Jude Page (see bibliography) includes PDP Sample Evaluation Forms for use immediately after a PDP session and for later follow-up.  Also available at http://www.literaturetraining.com/metadot/index.pl?id=36784&isa=Category&op=show
2 The Write Guide by Martin Goodman and Sara Maitland (see bibliography) includes Mentor’s and Mentee’s Evaluation Reports which can also be downloaded from the New Writing North website at http://www.newwritingnorth.com/careers/careers.php?section=414.  These could be adapted for coaching.

3 An example of a Mentor (self-) Evaluation Form can be found at http://www.indiana.edu/~osmp/forms/mentorevaluation.html.

4 Businessballs (www.businessballs.com) is a free ethical learning and development resource for people and organisations. You can download a very useful paper about the evaluation of training and learning from their website under the title ‘Training Evaluation Processes’ that includes a set of questionnaire templates. These are really for training (‘taught’) programmes, but with a key emphasis on learning, can readily be adapted for one-to-one cpd provision. There is an:

· Evaluation of Learning Questionnaire
· Evaluation of Key Objectives Learning Questionnaire, for use when there are specific learning objective
· Action Plan template, similar to material you may well be using if you are providing professional development planning
· four ‘Reactionnaires’. These are carefully constructed questionnaires that differ from the ‘happy sheets’ that are frequently handed out after learning events of all kinds, often skewed to prompt favourable comments. They provide a useful ‘content prompt’ and example of how to format this particular type of questionnaire.[image: image1.emf] 
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If YES, please describe.
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