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Your goal as an evaluator is to provide honest reaction to the speaker’s presentation in a positive, constructive manner, utilizing the manual’s prescribed guides.  When doing this, you should recognize you’re not an expert, but you are capable of giving your personal reaction to the speaker on the content, organization and delivery of their speech.  Your job is also to offer one or two suggestions on how the speaker might improve his or her method of getting their message to the audience.  

Through this exercise, you also benefit.  You develop the ability to listen carefully and become more discriminating in your judgment while observing the speaker.  You gain the experience of speaking in an organized, logical manner on the spur of the moment.


EVALUATION CRITERIA

General Evaluation Feedback Criteria.

1. Be aware of the speaker’s general goals in doing the project.  Consult with the speaker prior to the presentation to learn their goals and if there are specific item(s) they’d like you to watch for.
2. Be aware of the progress of the speaker.  If you are able, comment on the progress made since their last presentation.
3. Be aware of your personal impression of the speaker as an individual.  This will invariably influence your feedback.

Specific Feedback Criteria

1. Respond to the speaker in terms of their effect on you.
· Don’t tell the speaker what he or she did, but rather what you perceived.  (Avoid using phrases such as “You did…”, “You were…”, etc.)
· Use personal statements whenever possible, describing your reactions to the speaker.  (“I felt…”, “It seemed to me…”, “My impression was…”, etc.)
· Avoid impersonal statements.  (“They say…”, “One must…”, “People are…”, etc.)
· Avoid statements of absolute truth.  (“You should…”, “You must…”, “What you really mean is…”, etc.)

2. Attempt to understand the speaker – don’t judge.  Avoid using “Do and Don’t” or “Right and Wrong” in your evaluation comments.

3. Make sure your remarks are relevant to the speaker’s goals, purpose, expectations, personality and emotional state.

4. Give honest feedback.
· If you are confused, say so.
· If you were impressed, say so.
· If your reaction was negative, say so.
· If your reaction was positive, say so.

5. Emphasize the speaker’s strengths as you see them.  Highlight what objectives the speaker met in doing the project.

6. Avoid giving feedback on things over which the speaker has no control.

7. Give specific suggestions for improvement.  If there are multiple areas, only note one or two.  They will provide a place to begin – the remaining areas can be dealt with in subsequent speeches.
· Use descriptive, personal statements to give a how-to approach to the feedback.
· Where appropriate, demonstrate what you mean.

8. Phrase your suggestions in terms of the probable cause and effect.
· “I felt my reaction would have been such and such if you had done so and so.”
· “My impression is that you would have accomplished your purpose more easily had you done so and so.”
· “I think if you had concentrated more on such and such, you would have had this effect on me.”

9. When possible, verify the accuracy of your personal observations with the speaker and other members.  Don’t assume you know the reactions of others.

10. Always finish your comments with additional positive feedback.
· Describe a meaningful aspect of the presentation in terms of its positive effect on you.
· Don’t give positive feedback that’s not honest (whitewash the evaluation).  Your lack of sincerity will show.
· Don’t be inappropriately enthusiastic.  If you weren’t terribly interested in the speaker’s topic, don’t behave as though you were.  Find something that affected you in a personal manner or the speaker did well, no matter how small, and tell them.
· Positive comments can be ended with a phrase such as “… and I am really looking forward to your next speech” or “I’m sure your next speech will be even more enjoyable to listen to.”

11. After the meeting, ask the speaker to help you improve as an evaluator.  Ask them for feedback on your evaluation of their speech.

Note:  Be sure you employ the “Sandwich Method of Evaluation”.  Begin with something the speaker did well.  Then add one or two suggestions for improvement.  Lastly, complete the evaluation with other strong points the speaker excelled at.  

ALWAYS end your evaluation on a positive note.  We want to help our members learn to do better but, more importantly, we want to encourage them by reminding them what they already do well.
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