How to Get the Most Out of This Workshop
What is it?
This is a job aid distributed by the instructor to learners prior to the beginning of a course. 

How can you use it?
· As a guide for what to include in your evaluation forms. 

· To review both existing and new courses. 

· To assess your evaluation forms used at the end of courses. 

· As a guide to interviewing or surveying participants post-course. 

· As the starting point for an improvement strategy. 

When to use it?
· When you want to make sure learners take responsibility for specific items before, during, and after the course. 

· To focus learners on the application of the course to their jobs. 

Tips:
· Be sure to distribute an action plan along with this job aid. 

· During the course, make sure you allow time for the suggestions listed on the job aid. 

· Review the job aid at the beginning of every course. 

· The job aid subtely tells learners that part of the responsibility for successful training rests with the participants. 

