Guide to writing

Evaluation Reports

Instructions for the Evaluation Report

1. The Evaluation Report can be used for all student evaluations including interview

Level checks and final evaluations as well as the occasional first and mid-term evaluations.

2. Please see the sample Evaluation Report.

3. Circle the appropriate type of report – Interview / First / Mid-term / Final

4. Print the complete correct names in the appropriate spaces.

5. “Your Communication Level”:calculate the average of the 5 skills and write the number. Write the appropriate name of the level on the back of the evaluation form.

6. Skills evalution – circle the appropriate number. Circle the dot for a half point.

7. Address your comments to the student by name.

8. Comments and advice:neatly write 3 or 4 short sentences in plain,simple,non-
idiomatic English.

9. Mention effort,points of improvement and points that need more work. Give advice
about how to continue to improve.

10. If the course has specific goals besides general communication (for example – presentation,speed-reading,negotiation etc.)mention these specific goals.

11. Include a note of appreciation and encouragement.

12. Sign your name and write the date.

13. Return all evaluations to school or make spare copy for school and give to class direct.

