Sample


Training Self-Assessment Survey

The purpose of a trainer performance appraisal is to improve the quality and overall effectiveness of training, and to support trainers in their professional development. Completing a self-assessment provides a reflective opportunity for thinking about important training competencies, and provides an active role in the appraisal process. Prior to the appraisal, complete this self-assessment.  Retain the original and give a copy to the Appraiser.  

Trainer’s Name:




Appraiser’s Name:

	
	Evaluate Yourself

(Describe or explain how you prepare for each of the areas being assessed.  Provide specific examples for each area.)

	I speak clearly and audibly.


	I have an audio recording of the first 15 minutes of my opening remarks. The first time I tried this exercise I thought I spoke too quickly.  With practice, I believe I have improved.   However, I know when I first begin speaking in front of a group I speak rapidly until I become comfortable.

	My presentations are clear and to the point.
	I believe my presentations are clear and to the point because I try to anticipate the questions and reactions a participant might have about what is being presented. I try not to assume and try to carefully introduce the materials and activities to ensure a basic understanding.

	I explain new concepts/ideas in a way that is easy to understand.
	When I introduce new concepts/ideas, I always try to do the following:

· Ask follow-up questions

· Look for non-verbal cues

· Clarify and reiterate 

· Ask a participant to restate

· Use multiple modes of delivery (overhead and handouts)

	I effectively utilize multimedia and technological aids.
	For this session, I have created a PowerPoint presentation on incorporating play into daily routines and have three videos that I plan to show.

	I give feedback, praise and encouragement objectively.
	I try to create a non-threatening environment.  I treat all the participants in my trainings with respect.  I try never to appear condescending and use humor when appropriate.   If I am unable to answer a question, I will admit it and then try to find the answer.  I believe this helps to foster a better rapport and then the feedback and praise is more genuine.  I always thank the participant for responding and give praise often, and immediately.

	I am well prepared and organized for the training session.
	I began preparing for this training session three weeks in advance.  I have a detailed agenda and my activities are creative and well thought out.  While planning for this session, I kept in mind that for each learning activity I needed a valued outcome.

	I try to create a classroom atmosphere where the participants feel comfortable and are accepting of one another.
	I try to establish a rapport by using the participant’s name when recognizing a question or referring to a response.  I also impress upon them to ask questions and I use the fish bowl technique for those who might feel uncomfortable asking questions in front of a group.

	The training session content is appropriate for my level of knowledge.
	I believe the research I did to prepare for this class is appropriate and I feel that the knowledge I possess will be evident in my teaching.  While I don’t believe I know everything there is to know about early child care, I am always eager to learn. 

	I vary the instructional methods and class activities to meet the needs of participants.
	For this session I utilized the following instructional methods:

· Role-play activities 

· Small group projects

· Lecture and group presentations

 One example of a small group activity is for the participants to create a lesson on how to train someone to be an excellent observer.  The group would then present and actually teach some of the lesson to the class.

	I use different questioning techniques to see if the participants understand the material being presented.
	I have incorporated the following questioning techniques in this session:

· Open-ended questions

· Reflective questions

· Direct questions

	I try to initiate class discussions that allow for the open exchange of ideas and refrain from monopolizing the discussion.
	I attempt to monitor my own responses carefully because occasionally I interject my own ideas and opinions too much.  Since I am aware of this, it is becoming increasingly easier for me to recognize this and to alter this behavior.  This is something I would appreciate the evaluator giving me feedback on because I am actively attempting to improve in this area.  Every session, I make sure to include each participant and make sure he/she contributes to the discussion.  Sometimes I do this by directly asking the participant for his/her opinions or ideas.



	I am aware of recent developments in the childcare field and inform participants of such.
	I actively seek to gain information by observing, reading and attending workshop sessions on appropriate curriculum and teaching techniques specific to young children.



	I clearly define course objectives and goals at the beginning of the session.
	At the very beginning of the session, I give each participant an agenda that lists all the objectives and goals for the session and then I proceed to explain each one and give a brief example of how I plan to meet that objective.



	I utilize instructional time efficiently. 
	When planning this training session, I allotted a certain amount of time for each component.  The times are listed in the agenda and on a flip chart so that all the participants can reference it at any time.  I am considering appointing a timekeeper to help us stay on track with class discussions.
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