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TRAINING AND ADMINISTRATIVE ACTIVITIES QUARTERLY EVALUATION REPORT 
FORM OCFS-4734  

I. CONTRACT/WORK PLAN INFORMATION

	
	Contract/Work Plan Period

	
	

	Vendor
	Project Code

	
	

	Contact Person
	Contract Number

	
	

	BT Training Manager 
	Reporting Period

	
	

	BT Supervisor
	Contract/Work Plan Title

	
	

	Training Activity Title
	

	
	




II. ACTIVITY EVALUATION

A. Evaluation Response Rate

B. Evaluation Findings and Conclusions

i. Participant Reactions

ii. Pre/Post-tests

iii. Impact on Job Performance

iv. Conclusions


C. Summary of Training Activity Enhancements
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D. Recommendations for Future Enhancements



INSTRUCTIONS FOR COMPLETING FORM OCFS-4734

Purpose of Form:   

To enable vendors to appropriately consolidate, review and comment on the findings of evaluations of delivered training programs for the purposes of accountability and continuous improvement efforts to be made in conjunction with BT staff.

	Item Heading
	Instruction

	I. CONTRACT/WORK PLAN   IDENTIFYING INFORMATION
	

	Vendor
	Provide the full official name of vendor organization (i.e., the contractor, training provider, etc.).

	Contact Person
	Provide the full name of the individual representing the vendor organization for the purposes of this report.

	BT Training Manager
	Provide the name OCFS BT Training Manager assigned to this contract/work plan.

	BT Supervisor
	Provide the name of the person supervising the Training Manager.

	Contract/Work Plan   Year
	Provide the period covered by the contract/work plan (e.g., 1/1/14 – 12/31/14).

	Project Code 
	Provide the Training Project Code associated with the current work plan.

	Contract Number
	Provide the contract number.

	Reporting Period
	Provide the quarter covered by this report (i.e., choose 1, 2, 3, or 4 for standard contract/work plans).

	Contract/Work Plan Title
	Provide the title of this contract/work plan.

	Training Activity Title
	Provide the title of the training course or event.

	II. ACTIVITY EVALUATION
	

	A. EVALUATION RESPONSE RATE
	Provide the number of trainees completing the training activity and the number completing the evaluation instruments. Please provide a rollup of the data rather than raw data. See STARS/HSLC data and validate its accuracy and take action to correct as needed.

	B. EVALUATION FINDINGS AND CONCLUSIONS
	Provide the number of trainees completing the training activity and the number completing the evaluation instruments.

	i. Participant Reactions
	Provide a summary of the results of participant reaction questionnaire ratings and open-ended questions and comment on lower than expected or unusual ratings.  
Note:  participants’ open-ended responses are already available in STARS for each course delivered, so there is no need to compile them as part of this summary

	ii. Pre/Post-tests
	Provide:
· A summary of the pre- and post-tests administered, with the pre- and post-test results comparison, percent of trainees achieving a score of 75% or better on the post-test, and skill development if measured. 
· Comments on deliveries showing a less than a significant learning gain or where results are less than expected.  
· Pre-tests and Answer Keys (with the first quarterly report and subsequent reports if changed). include a list of all courses for which pre/post-tests are used with the date the tests were approved by the BT training manager and the quarterly report time period for which copies of the pre-test and answer key were last submitted.  Whenever there is a new pre/post-test or a revision to a pre/post-test that has been approved by a BT training manager during the quarter, submit a copy of the test and answer key with the approval date with the quarterly report.  These pre/post-tests, answer keys, and lists should be included with the quarterly reports specific to the project.

	iii. Impact on Job Performance
	Provide a summary of the transfer of learning and impact on job performance, if measured.

	iv. Conclusions
	Provide an analysis of the evaluation results for each training activity title and provide conclusions as to the training activities’ effectiveness in developing and maintaining participants’ job-related knowledge and skills, and in enhancing job performance.

	C. Summary of Training Activity Enhancements
	Provide a description of how the evaluation findings and conclusions, including participant reaction questions, pre- and post-tests, skill development measurements, and impact on job performance, have been used to enhance training content, training design, and training delivery during the quarter.

	D. Recommendations for Future Enhancements
	Provide any recommendations for OCFS consideration on training activity changes that may enhance participants’ learning in the classroom and learning gains on the job. Recommendations should be based on evaluation results and any formative evaluation that has occurred.



