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Evaluation form template

Page three of this document is an evaluation form. It is a Word document so you can amend it for your own use. 

Consider developing an accessible template which can be used throughout your organisation.  This will save time and money. 

The evaluation form has four different types of question on it:
1. a question with space for a written answer

2. a question with a space for a ‘yes’ or ‘no’ tick to be written, with 

space for further comments

3. a question that allows a graded response on a scale between ‘Not 

confident’ and ‘Very confident’ 

4. a question that allows a graded response on a scale between ‘Not 

happy’ and ‘Very happy’. 

The template has two symbols in place as examples: ‘election candidate’ and ‘voting’.

Instructions for use 

An evaluation form can easily be created by selecting, copying and pasting the required question types and amending the text. In questions one and two, symbols can be added to the right of the questions if space allows.

To change the images in the template: 

· click to select the symbol you wish to replace and delete it

· click the place where you want the new symbol to appear

· select ‘Insert/Picture/From file’ on the menu bar 

· in the dialogue window, find the symbol you require in the 
‘Evaluation form symbols’ folder on this CD or use a 

symbol/picture from your own files select it and click the ‘Insert’ 

button. 
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· On-line users will first have to access the Toolkit Template section and save the Evaluation template and Evaluation symbol library documents to their computer. 

Use Microsoft Word to open both the saved template and the symbol library document. Select a symbol from the symbol library document and then right click on the required symbol.  Choose copy from the displayed menu.  Then switch back to the template document and paste the symbol where you want the new symbol to appear.

Once in place, you will have to do two things:

1. With the image selected, in the Picture toolbar use the wrapping button to select the ‘in front of text’ option. This will put the picture ‘above’ the text and allow you to move it around freely without affecting the rest of the page contents. This is the single most useful skill you will ever learn about adding images to an MS Word document.

2. Then, resize the symbol to fit the space available. Do this by ‘dragging’ one of the corners of the symbol while it is selected. If it doesn’t have draggable corners you will need to click on it to select it. Fine tuning of the symbol position and size can be done using the mouse while holding down the ‘Alt’ key.

Other symbols that might be useful (instead of or as well as the ones in the example) are provided in the’ Evaluation form symbols’ folder on this CD. These include two further sets of symbols intended to be used as scales. The set you choose should be appropriate to the question. For example, the containers are best used where the scale ranges from a little to a lot, while the thumbs down/thumbs up set are best used where the scale of answers ranges from a negative to a positive response. 

Written text 

Please consider more than font size. Keep language clear and simple. Avoid jargon, and explain abbreviations. 
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2. Put a question here that requires a yes/no tick box answer

Here is a question – please answer yes or no 
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	Yes
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Please add any comments here:
3. Put a question here that requires an answer on a scale between ‘Not confident’ and ‘Very confident’ (e.g. ‘How confident are you that you can now vote in an election?’) 
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Not confident
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Not sure
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Quite confident
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Very confident




4. Put a question here that requires an answer on a scale between ‘Not happy’ and ‘Very happy’ (e.g. ‘How happy are you with the answers you got from your local MSP?’) 
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Not happy
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Okay
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Quite happy
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Very happy




