Protocol for Task 3 Evaluation forms


In-person training:

· Two weeks in advance, Trainer emails Carrie to request paper copies of the evaluation form and requests additional questions to be added to the evaluation form if needed
· Carrie will work with the trainer and Harriet for approval of any changes to the evaluation form 
· Harriet and Carrie send approval to the trainer for added questions one week before the training and cc’s the evaluation liaison within the appropriate network
· Trainer prints copies to distribute 
· At the training, trainer distributes and collects evaluation forms 
· Trainer scans or mails forms to Carrie within a week of the training (or inputs the data into a survey monkey to be sent to Carrie) 
· Carrie compiles data
· Carrie sends responses to trainer/posts in TAT 


Virtual training: 

· Two weeks in advance, Trainer emails Carrie to notify her of the evaluation form link needed and requests additional questions to be added to the evaluation form if needed
· [bookmark: _GoBack]Carrie will work with the trainer and Harriet for approval and any changes to the evaluation form 
· Harriet and Carrie send approval to the trainer for added questions one week before the training and cc’s the evaluation liaison within the appropriate network
· Trainer works with Carrie to send survey monkey form within 2 business days of the training or the link is given during a webinar
· Carrie compiles data
· Carrie sends responses to trainer/posts in TAT 


Data Compiled for Evaluation Team 

· Carrie compiles data across all targeted TA by 15th of the month, sends to evaluation team and network leads/posts to evaluation workspace



