Process Assessment Form 

Meeting Date: __________________





For each of the following rating scales circle the number that best describes our meeting as you experienced it. 
A score of:  - 1 indicates the meeting component was not met,  2 - 4 indicates that part of the meeting component was met and  5 indicates the meeting component was fully met.
Schedule 


1

  2
              
3

    4


5


The meeting did not


                                

                          The meeting began and ended on time.

begin and end when scheduled.
 



 

Environment


1

  2
              
3

    4


5


The meeting space & staff did not


                                

The meeting space & staff 
support needs of the participants.
 



                   fully supported needs of participants.

Materials


1

  2
              
3

    4


5


Meeting materials were not available, lacked clarity
                                

           Meeting materials were available, clearly 

and were hard to understand.
 



                     connected to meeting goals and easy to understand.
Focus

1

  2
              
3

    4


5


The meeting lacked focus, wandered from




                  The meeting showed orderly progress

one topic to another, dwelled on trivia.




                   stayed on task and followed on agenda.

Participation

1

  2
              
3

    4


5


A few members dominated





                        Everyone contributed ideas and took

while others stayed quiet.





                        part in the discussion.

Contribution


1

  2
              
3

    4


5


I did not feel I could 







       I was able to participate

participate freely. 







       and contribute my  ideas freely.






 
PLEASE TURN OVER AND COMPLETE FORM
Behavior


1

  2
              
3

    4


5














Ground rules for discussion and participation




Ground rules for discussion and 

were not followed.




           
                                   and participation were followed.
Respecting All Voices

1

  2
              
3

    4


5


Two or more people often talked at once.




                         One person talked at a time, team

Team members failed to listen to one another.



                          members listened respectfully.

Results


1

  2
              
3

    4


5


We did not accomplish





                        We did accomplish all of our goals.

 any of our goals.


Overall Satisfaction 

1

  2
              
3

    4


5


Not Satisfied








         Very Satisfied














Please share additional comments, concerns and/or suggestions for improving our meetings below.
Thanks for your time!
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