Archive Awareness Campaign Event Evaluation


	Archive Awareness Campaign  (AAC)

Evaluation



This toolkit consists of guidance on how to use the following forms as well as the forms themselves:

A. AAC event evaluation form for participants

B. AAC evaluation form for contributors and organisers

Guidance

A.  
AAC event evaluation form for participants

We would be grateful if you would follow these steps when using the form:

1. Decide whether you will be giving the form to all participants in your event(s) or a representative sample. To maximise the returns it would be preferable to hand out forms to every participant but if that is not appropriate or possible, please ensure that a representative sample is collected by giving the form to every 5th or 10th participant regardless of who they are.


2.  On the basis of 1, you will need to photocopy evaluation form A, having calculated the number of people you anticipate will attend the event(s). To save paper you may wish to photocopy double sided. 

3. Ensure that staff members are briefed on disseminating the form and alerting participants to it. If possible an announcement should be made thanking people for taking time to fill in the forms and assuring them of the seriousness with which the event organisers and ACC central team take the feedback received and how all frank and honest comments are very much welcomed. You will need to make sure you have some pens on hand! You may find it easier to provide a box for people to leave the form in.


4. After the event(s), please batch up the forms applicable to each event and fill in the box at the top right hand corner of the first page of the evaluation form. If you batch the forms you will only need to fill in this box on the top copy.


5. Please send all your evaluation forms in one go to:





B.  
AAC evaluation form for contributors and organisers

We would be grateful if you would follow these steps on how to use the form:

1. Note that the form asks you to collate data for two questions: namely the number of additional visitors or participants who took part in events and any additional website traffic your organisation gained during AAC.


2. Do circulate the form amongst all the staff that have participated in the planning and running of an AAC event. We would like as many different views as possible.


3. Please do be frank and honest in your responses.


4. In order to reflect on a series of events and to collect visitor and website figures it will sometimes be necessary to complete the form sometime after the event but in general we recommend that staff try to fill in their evaluation forms as soon as possible, ensuring the event(s) remain fresh in the mind.

5. Please return all your evaluation forms in one go to:





 


If you have any comments please contact

Angela Owusu (angela.owusu@nationalarchives.gov.uk) 


Website: www.archiveawareness.com

Angela Owusu, Press Office, The National Archives, Ruskin Avenue, Kew, Richmond, Surrey, TW9 4DU by 31 2006 to enable us to use the information in our annual report.








Angela Owusu, Press Office, The National Archives, Ruskin Avenue, Kew, Richmond, Surrey, TW9 4DU by 31 March 2006








