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Class Title:			_________________________________
Presenter:			_________________________________
Participant Name:		_________________________________
Date:				_________________________________

Instructions: This assessment tool is to be used at the conclusion of class (or during class), as requested by the instructor. The instructor will review with you the directions for completing this tool.

1. Briefly describe (4 sentences max) why this class is of interest to you and the most important concepts you intend to gain from this class.





2. Explain one key concept presented in the first segment of this class that was helpful to you and your role as a Municipal Clerk.  Briefly discuss this concept with one colleague and note (in 1-2 sentences) the result of your conversation.








3. Explain one key concept that was presented in the second segment of this class that was helpful to you and your role as a Municipal Clerk.  Briefly discuss this concept with a different colleague and note (in 1-2 sentences) the result of your conversation.













4. Briefly explain (2-3 sentences) what you are taking away from this class.





This “Action Plan” is intended as a “take-away” for participants so that they may begin formulating a plan for implementation of the key learning concepts from the class.  This should be used during the class and then taken with them at the end of class.
	ACTION PLAN

What is your goal:


What specific steps must you take to achieve your goal?


	Task/To-Do Item
	Expected Completion Date
	Date Actually Completed

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	OBSTACLES/CHALLENGES
What obstacles stand in the way of you achieving your goal?

	Obstacle
	How challenge will be addressed

	
	

	
	

	
	

	
	



