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Guide to the Instructor: Event Information Form
This guide lists each item in the Instructor: Event Information Form and describes the evaluation question behind each item. It also provides some discussion about the value and use of each item.

Complimenting the Learner Evaluation of Session Survey, which focuses on the demographics, instruction, satisfaction, and outcomes related to your program participants, this form is focused on defining pivotal elements of your program. When “program information” and “participant information” is compared, a program can identify which aspects of its programming are working better than other aspects and identify populations for which the program works better than for others. This can be helpful information for program improvement and/or redirecting program efforts. Additionally, this information can be aggregated for monitoring and reporting program successes and changes at the program level up to the EFANS level, while reporting to the specific needs of to specific audiences.
As data ultimately has no value unless it is used, this guide also provides a table that identifies which levels of Extension requires item data or may find it useful. The guide also identifies which external stakeholder groups may require or have interest in the item data. There are two basic purposes for conducting evaluation: 
1) Program improvement (() and, 2) Accountability to internal/external stakeholders ((). The primary purpose of each item is reflected in the type of symbol used in the table. Lastly, evaluation data can provide meaningful evidence of instructor effectiveness and a symbol (() is used to identify which items may best provide this evidence.
Directions for constructing the end-of-session Learner Evaluation of Session Survey: Construct your session survey by choosing whichever survey items you want to use (and deleting survey items you don’t want to use).
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	Program Context 
	
	
	
	
	
	
	
	
	
	
	

	A
	Intensity of Need (choose primary only)
	· In what context was this event delivered?
	· The context of a program can have a large affect on it participants and program deliverers. For example, if the program is responding to an urgent need, it is likely urgent for participants as well. Urgency greatly affects learning readiness and the use of what is learned. An urgent context can result in huge impacts within a short amount of time.
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	Program Goals (intentions)
	
	
	
	
	
	
	
	
	
	
	

	B
	Education Objectives
	· What was this event intending to change? (knowledge/skills, attitudes, behavior, impact)
	· Education objectives represent the event’s intended goals. Knowing the target goals of the program defines what is expected to result from the program. Besides being useful for monitoring what your program events intend to accomplish, it is critical information for determining evaluation focuses. For example, it would be wasteful to conduct a follow-up survey on an event that does not have behavior or attitude or impacts as one of its objectives.
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	Program Delivery
	
	
	
	
	
	
	
	
	
	
	

	F1
	Number of participants
	· How many people participated in the event?
	· The number of people participating in an event further defines the event. There is theoretically greater opportunity to influence participants in small groups than large groups.

· This number is also important for basic monitoring of how many people the event/program has served.

· If evaluation of the event occurs (including one or multiple events), this number helps define your population and description of sampling and response rate (if necessary).
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	G
	Volunteer hours contributed to this event
	· How many volunteer hours were used to carry out this event?
	· This information is useful for future budget planning.

· MyPrograms asks for this information.
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	C
	Event Environment
	· Through what environment was this event delivered?
	· Environment is one key way to define an event. There are often significant differences between the way an online event, indoor event, or outdoor event is delivered. Besides being useful for monitoring the types of environments your events are delivered, when combined with participant indicators (from the Learner Evaluation of Session Survey) the more effective environments can be identified. If there is little difference between the three environments, this can inform choices toward less costly delivery methods.
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	F4
	Total hours
	· What was the overall intensity of the event, in terms of time?
	· The total number of hours helps to define the “intensity” of the event. Participants, theoretically, have greater opportunity to learn during a longer event than a short event. Comparing the outcomes of short events with long events can help inform programming and decision-making.
· To what degree does the longer event lead to greater outcomes than a short event?

· When comparing effort and monetary costs, is the longer event worth the costs?
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	F2
	Number of meetings
	· How was this event structured, in terms of number of meetings?

	· The number of meetings helps to define the structure of your event. When outcomes of different structures are compared, it may provide you with information about which structure works better for which populations. For example, it has been found that Spanish speaking populations learn more through multiple short meetings over a single long one. 
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	F3
	Hours per meeting
	· How was this event structured, in terms of number of hours per meeting?
	· As with the question asking about the number of meetings, the length of the meeting further describes the structure of the event. The uses are the same as the question regarding the number of meetings.
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	Program Revenue
	
	
	
	
	
	
	
	
	
	
	

	D1
	Gross revenue collected form participants
	· How much revenue was collected from participants? 
	· This information is useful for future budget planning.
· MyPrograms asks for this information.
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	D2
	Gross revenue collected from sponsors
	· How much revenue was collected from sponsors
	· This information is useful for future budget planning.

· MyPrograms asks for this information.
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	D3
	Fees from other sources
	· How much money was spent outside Extension?
	· This information is useful for future budget planning.

· MyPrograms asks for this information.
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	E
	There was grant money involved with this event or the parent program of this event.
	· Was there grant money contributed to this event?

· If yes, how much?
	· This information is useful for future budget planning.

· MyPrograms asks for this information.
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	Target Audiences
	
	
	
	
	
	
	
	
	
	
	

	H
	Event targeted audience
	· What group best represents the audience of the event (e.g., how what was learned will be applied)?
	· These four categories (end user, trainer, consultant, organization representative) represent basic Extension audiences. Monitoring changes in these audiences can reflect audience needs and uses and inform event development/improvement. This information also helps to define your audience to stakeholders.
· These categories (end user, trainer, consultant, representative) define four types of learner audience, each having different implications for “learning dissemination.” The trainer and consultant will have much greater likelihood to produce indirect learning affects for the program, as these audiences intend to “spread the word.” This information can inform directions for future evaluation.
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	I
	Event targeted underserved
	· To what degree is your program/EFANS/Extension serving underserved populations?
	· This information is useful when identifying the amount and type of events serving “underserved” people within your program, or EFANS. It facilitates your ability to report to stakeholders interested in these population groups.

· This information is also important when defining and monitoring changes in populations it serves.

· MyPrograms asks for this information.
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	Future Evaluation
	
	
	
	
	
	
	
	
	
	
	

	J
	Future evaluation
	· Which events may involve post-event evaluation? 
	· This information is useful for monitoring the degree to which there may be post-event evaluation occurring, which can inform follow-up efforts to identify the degree to which there is actual post-event evaluation occurring.  Monitoring post-event plans and efforts can inform the support and utilization of evaluation data.
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	K
	Did this event have intended behavioral outcomes?
	· (This question is meant to determine whether or not you should complete the next question about Impacts)
	· Only events that include behavior change can result in an impact, i.e., change comes from an action, not only thinking or feeling.
	
	
	
	
	
	
	
	
	

	L
	Domains of intended IMPACT
	· Which impact domains are your events’ targeting for change?
	· The seven impact domains listed represent a framework for monitoring program impact targets. Knowing the impact goals of an event can define a program for developers and stakeholders. It can also inform the program about changes over time.
· This information can also be used for identifying different events that have similar impact targets, informing collaboration between them, and developing unified cross-program stories of impact for stakeholders.
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Information Uses


( Program Improvement


( Accountability to stakeholders


( Promotion/portfolio
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