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Sharing experiences regarding to staff exchange
EVALUATION FORM
to be completed by the HOSTED participants
Please download this form from the EPAC website (www.epac.at) and return it completed to the Staff exchange working group (PoC: astrid.bruls@comitep.be) within two weeks after the end of the exchange. The received information will be processed and taken into account in order to share good practices and to improve future experiences regarding to staff exchange.
	I.
DETAILS OF THE STAFF EXCHANGE


1. Hosted organization (name, country) ……………………………………………………………….
2. Hosting organization (name, country) ……………………………………………………………….
3. Number of hosted participants ………………………………………………………………………
4. Functions of the hosted participants …………………………………………………………………
5. Working language(s) …………………………………………………………………………………..
6. Place ……………………………………………………………………………………………………
7. Dates …………….……………………………………………………………………………………...
8. Duration ………………………………………………………………………………………………..
	II.
THE CONTENT OF THE STAFF EXCHANGE


1. How would you rate the following aspects of the staff exchange?

a) The reading materials 
	not relevant
	1
	2
	3
	4
	5
	very relevant


Comment
…………………………………………………………………………………………………………………………………………………………………………………………………………………..
b) The presentations
	not relevant
	1
	2
	3
	4
	5
	very relevant


Comment
……………………………………………………………………………………………………………………………………………………………………………………………………………………
c) The workshops (if applicable)


	not relevant
	1
	2
	3
	4
	5
	very relevant


Comment
……………………………………………………………………………………………………………………………………………………………………………………………………………………
d) The professional discussions


	not relevant 
	1
	2
	3
	4
	5
	very relevant


Comment
……………………………………………………………………………………………………………………………………………………………………………………………………………………

2. Did the content delivered meet your expectations?

	unsatisfactory  
	1
	2
	3
	4
	5
	highly satisfactory


Comment
……………………………………………………………………………………………………………………………………………………………………………………………………………………

3. Has any language problem occur during the staff exchange?

□ Yes


□ No 

If yes, please explain
……………………………………………………………………………………………………………………………………………………………………………………………………………………
4. How would you rate the content of the staff exchange overall? 

	very low
	1
	2
	3
	4
	5
	very high


Comment
……………………………………………………………………………………………………………………………………………………………………………………………………………………
5. Any suggestion or remark for the future concerning the content of the staff exchange? 
Suggestion or remark
…………………………………………………………………………………………………………………………………………………………………………………………………………………….
	III.
THE PRACTICAL ORGANIZATION OF THE STAFF EXCHANGE


1. How would you rate the information and the support you received from the hosting organization in the frame of the preparation of the staff exchange (preliminary contacts, planning of the activities, finding an accommodation, reading materials distributed in advance …)?
	unsatisfactory  
	1
	2
	3
	4
	5
	highly satisfactory


Comment

………………………………………………………………………………………………………………………………………………………………………………………………………………
2. How would you rate the following aspects of the staff exchange?
a) The duration

	too short
              
	1
	2
	3
	4
	5
	too long


b) The facilities and technical equipment available during the staff exchange

	unsatisfactory  
	1
	2
	3
	4
	5
	highly satisfactory


c) Information about a suitable accommodation

	unsatisfactory  
	1
	2
	3
	4
	5
	highly satisfactory


d) Overall support during the staff exchange

	unsatisfactory  
	1
	2
	3
	4
	5
	highly satisfactory


e) Information on free time possibilities 

	unsatisfactory  
	1
	2
	3
	4
	5
	highly satisfactory


Comment
………………………………………………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………………………………………………
3. Any suggestion or remark for the future concerning the practical organization of the staff exchange?
Suggestion or remark
……………………………………………………………………………………………………………………………………………………………………………………………………………………...
	IV.
LESSONS LEARNED


1. Did you acquire new and/or useful knowledge during the staff exchange program?
□ Yes

□ No 

If yes, please specify
……………………………………………………………………………………………………………………………………………………………………………………………………………………
2. Having regard to your working activities, which topic(s) / issue(s) do you consider as most beneficial and as less beneficial? 
a) Most beneficial topic(s) / issue(s)
……………………………………………………………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………………………………………………………
b) Less beneficial topic(s) / issue(s)
……………………………………………………………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………………………………………
3. Any other topic or issue which you think it might be important to consider during the staff exchange? 
□ Yes                     □ No 

If yes, please specify
……………………………………………………………………………………………………………………………………………………………………………………………………………………
4. What are the lessons learned?

a) For your organization?

……………………………………………………………………………………………………………………………………………………………………………………………………………………
b) For your official tasks?

…………………………………………………………………………………………………………………………………………………………………………………………………………………….
5. Was this the first time that you took part in a staff exchange?
□ Yes

□ No
If not, please specify your other experiences (as hosted or hosting participant)
……………………………………………………………………………………………………………………………………………………………………………………………………………………..

6. Did the staff exchange satisfy your expectations? 
	unsatisfactory  
	1
	2
	3
	4
	5
	highly satisfactory


Comment 
……………………………………………………………………………………………………………………………………………………………………………………………………………………
7. How would you rate the staff exchange generally?
	very low
	1
	2
	3
	4
	5
	very high


Comment
……………………………………………………………………………………………………………………………………………………………………………………………………………………

8. Would you participate in another staff exchange under this programme again?
□ Yes

□ No 

If not, please explain

……………………………………………………………………………………………………………………………………………………………………………………………………………………
9. Any other suggestion or remark?
Suggestion or remark
………………………………………………………………………………………………………………………………………………………………………………………………………………
Your name (optional) 


Please, make sure you answered all of the questions
Thank you very much for having taken some time to fill in this evaluation form






PAGE  
5

