
[bookmark: _GoBack]Workshop feedback
This section includes questions designed to gather feedback from people who have attended a workshop or participated in some form of professional development delivered by your organisation.
Questions relate to satisfaction, relevance of content, confidence in applying learned material, and suggestions for improvement.
Remember having less questions will increase the likelihood of respondents completing your survey. So while a number of question options are available below, we recommend you:
1.) Focus questions on only the things you need to know. If it doesn't relate to the what you're wanting to achieve by collecting the 
information leave it out.
2.) Collect the minimum amount of information that you need for your purpose. 
3.) Be clear on how you will use the data from each question. If it's not clear, leave it out.

	Subject
	Question
	Response options
	Comments/considerations

	Knowledge
	How would you rate your current knowledge of [insert workshop topic]?
	Very low
Low
Moderate
High
Very high
	This question can be asked prior to, or at the start of a workshop, and again at the end of the workshop allowing you to compare results and understand whether attendees feel their knowledge has increased as a result of attending.

	Confidence
	How would you rate your current confidence with [insert workshop topic]?
	Not confident at all 
Slightly confident
Somewhat confident
Very confident 
Extremely confident
	This question can be asked prior to, or at the start of a workshop, and again at the end of the workshop allowing you to compare results and understand whether attendees feel their confidence has increased as a result of attending.
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	Subject
	Question
	Response options
	Comments/considerations

	Satisfaction
	Overall how satisfied were you with the [insert name of workshop/PD]?
	Extremely dissatisfied
Dissatisfied
Satisfied
Very satisfied
Extremely satisfied
Don't know/can't say
	Traditionally, Sport NZ has employed a skewed scale to understand satisfaction. That is, the mid-point is 'Satisfied' rather than a neutral response. This allows us to analyse respondents that are more than satisfied, effectively reporting to a higher standard of satisfaction than the traditional balanced scale.

	Relevance of content
	Overall how relevant did you feel the content of the [insert name of workshop/PD] was to your work?
	Not relevant at all
Minimally relevant
Moderately relevant 
Very relevant 
Extremely relevant
	

	Content application
	How confident are you that you will be able to apply what you have learnt to your work?
	Not confident at all 
Slightly confident
Somewhat confident
Very confident 
Extremely confident
	

	What worked well
	Reflecting on the responses above, what worked well/did you find most useful about [insert name of workshop/PD]?
	Open text 

	

	Opportunities for improvement
	Reflecting on the responses above, please share any aspects we can improve on for future [insert name of workshops/PD]?
	Open text
	






	Subject
	Question
	Response options
	Comments/considerations

	Actions
	What actions are you planning to take as a result of what you learned at the [workshop/PD]? 
OR 
How do you think your approach/practice will change as a result of what you have learned at the [workshop/PD]?
	Open text
	

	Impact
	Are you doing anything different as a result of the [insert name of workshop/PD]?
Follow up question only asked if response is 'Yes'.
If yes, please tell us how [you could say something general like your practice/coaching etc has changed or something specific relating to the content of the workshop, such as your workshop facilitation] has changed as a result of what you learned at the [insert name of workshop/PD].
	Yes
No
Don't know



Open Text
	This question needs to be asked after a reasonable period of time has passed to allow attendees to have implemented actions from the workshop ie, 3-6 months.

	Further support
	What further support do you need to help utilise what you learned at [insert name of workshop/PD]?
	Open Text
	

	Achieving objectives
	The workshop objectives were [insert objectives]. 
To what extent do you feel they were achieved?
	Not achieved at all
Slightly achieved
Somewhat achieved
Mostly achieved
Fully achieved
	











	Subject
	Question
	Response options
	Comments/considerations

	Satisfaction
	How satisfied were you with:
* quality of the course content
* facilitators/course delivery 
* food
* facilities
* agenda
* time allocated to topics
* accommodation
* materials  
* size of group
	Extremely dissatisfied
Dissatisfied
Satisfied
Very satisfied
Extremely satisfied
Don't know/can't say
	Not all items listed need to be asked. Choose those that are most relevant to your context.

	General comments
	Are there any other comments  you would like to make about the [insert workshop name] in general?
	Open Text
	Usually asked at the end of a survey to capture any final comments that may not have come up in the survey questions.
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