IPER FACE-TO-FACE 
REPORTING AND EVALUATION PACKET

The following documents are included in the Face-to-Face Reporting and Evaluation Packet for in-person deliveries of the IPER courses. If IPER staff has provided customized pre-filled forms, the file names are provided under each form description.

IMPORTANT NOTE:  These forms will be sent to a FEMA contractor for scanning, so it is important that they are clean (no crossed out entries) and completed in ALL CAPS and in black ink (or by computer in a fillable PDF).

Please do not change prefilled information in any of the fields pertaining to the Training Provider (which technically is CoSA), the Course Name and Catalog number (pre-assigned by FEMA), and the Batch Preparer Information (which will be CoSA). 

1. Batch Header Form (provided as a fillable PDF) which must be completed by the leader or instructional point of contact for each course delivered.
· ER Batch Header Form.pdf  (fillable)
2. Registration Form (provided as a fillable PDF) which must be completed by each student/participant before the course begins.
· ER Registration Form.pdf  (fillable)
3. Pre-Test (provided as a fillable PDF) which must be completed by each student/participant before the course begins. Instructors then grade the tests and calculate the average score for the entire class using the answer sheet provided. 
· ER_Pre_Test.pdf  (fillable)
· ER_Pre_Test_answer_sheet.doc  (Word document)
4. Student Assessment of Course and Instructors (provided as a fillable PDF) which must be completed by each student/participant at the conclusion of the course NOTE: If possible, print this 2-page form back-to-back on a single sheet of paper.
· FEMA Evaluation Form ER F2F.pdf  (fillable)

5. Certificate of Completion (provided as a fillable PDF) which must be completed by the Instructor for each student and distributed onsite.

· Certificate of Completion template ER (fillable)

6. Post-Test (provided as a fillable PDF) which must be completed by each student/participant at the conclusion of the course. Instructors then grade the tests and calculate the average score for the entire class using the answer sheet provided.
· ER_Post_Test.pdf  (fillable)
· ER_Post_Test_answer_sheet.doc  (Word document)
Procedures for Completing and Submitting Forms
AT THE BEGINNING OF THE COURSE
BEFORE ACTUAL INSTRUCTION STARTS, all student/participants must
1. Complete the Registration Form, and
2. Take the Pre-Test

Options: You may send one or both of these as fillable PDF forms to each student in advance and have them return them by email or bring them to the in-person session. Or you may simply have the student/participants complete both at the beginning of the in-person session.
AT THE END OF THE COURSE, 

AFTER INSTRUCTION ENDS BUT BEFORE DISMISSING THE PARTICIPANTS, all student/participants must

1. Complete the Course Evaluation (if possible, print this 2-page form back-to-back on a single sheet of paper), and
2. Take the Post-Test
Next, instructors distribute the prefilled certificates of completion onsite.

Within 15 days of the completion of the course, 
The instructors must send the following to CoSA in hard copy. If submitting forms for more than one course at a time, please clip them together by delivery with the appropriate Batch Header form on top.
1. A completed Batch Header form which includes the following data:
a. Number of student/participants

b. Average Pre Test Score (as a percentage)
c. Average Post Test Score (as a percentage)
2. All completed Registration Forms (one per student/participant)

3. All completed Course Evaluation Forms (one per student/participant)
Note: Instructors do not have to submit the tests completed by each individual, only the average scores, which should be entered on the Batch Header form. We suggest that you retain copies of the actual tests, however, until we are certain that the data has been submitted to FEMA successfully.
Please ship them to
Council of State Archivists
Attn: FEMA Reporting
308 E Burlington St #189
Iowa City IA 52240

For courses delivered entirely as webinars through iLinc, all of this reporting will be done automatically through the online registration and course delivery systems. Instructors will not have to file any paperwork with CoSA. 

For courses delivered in mixed environments, i.e., some participating online as individuals and others participating online in groups, the instructors must take responsibility for entering Registration, Testing, and Evaluation data via the Resource Center and iLinc for any student/participants who took the course as part of a group. 
