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Training Observation Instrument

Date: ____________  Exercise Topic: _________________________________

Audience: _________________________________  No. of participants: _____

Primary Facilitator: ________________________________________________

Secondary Facilitator: ______________________Observer: ________________

Time Exercise Began: ______________   Time Exercise Ended: ____________

Learning Objectives of Exercise: What are participants supposed to learn? 

_______________________________________________________________

INSTRUCTIONS:  There are two parts to this observation instrument.  

Part I:  Complete Part I first by taking notes throughout the exercise.  On the left-hand side of the paper, write down only what you see and hear from both facilitator(s) and participants.  Note some of the following:  

· How the exercise was set-up by the facilitator
· What participants said in response to the exercise instructions (were there questions?)
· What participants and facilitator(s) said during the exercise
· How the group debriefed the exercise
· How time was used
· What questions were asked
· How questions were answered
On the right-hand side of the paper write down impressions and questions you have about what you are seeing and hearing.  

· Did the facilitator(s) set-up the exercise adequately?

· Was there lively interaction during the exercise?

· Did participants appear engaged in the exercise?

· How well did the facilitator monitor the exercise?

· Was there a clear learning objective reached during the exercise?

· Was the debriefing done effectively?

· Did participants learn or improve upon an important skill?

Part II:  Complete a summary analysis based on the notes you took during the exercise.  Draw from both these notes and your impressions when completing the summary.  

Part I:  NOTES

	Data-based Observations
	Interpretations/Questions/Comments

	
	


	Data-based Observations
	Interpretations/Questions/Comments

	
	


Part II:  SUMMARY ANALYSIS

Use the notes taken during the exercise to answer the questions below.


1
2
3
4
5

Strongly 
Agree
Neutral
Disagree
Strongly 

Agree



Disagree

	_______
	1.
The exercise learning objectives were met.

	
	

	_______
	2.
The answers the facilitator gave to participants’ questions were clear.

	
	

	_______
	3.
The facilitator provided illustrative examples.

	
	

	_______
	4.
The exercise was well facilitated.

	
	

	_______
	5.
The exercise allowed participants to practice practical skills related to important concepts.

	
	

	_______
	6.
The exercise was an effective way for individuals to learn important information.

	
	

	_______
	7.
Participants were actively engaged in the exercise.

	
	

	_______
	8.
The exercise overall was effective.


9.
How did the facilitator(s) contribute to participant learning during this exercise?

10.
If the facilitator(s) failed to contribute adequately to participant learning during this exercise: what could he or she have done to contribute(or contribute more( to their learning?

11.
How did the exercise contribute to helping participants practice skills related to course concepts?
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