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UCL UNION INNOVATIONS PROGRAMME 

HANDOVER & EVALUATION FORM

	Name:



	Project:



	Address:



	Email:

Date:
	Phone:



	

	1. Did you work with anyone else from UCL on this project? If so, please name all volunteers (with phone and email addresses) as well as any other contacts, such as departmental tutors.



	2. Did you work with any other organisations? If so, please give details (including name and contact details of staff you worked with)



	3. To what extent did you meet the aims and objectives of your project, as laid out in your initial small grants application and/or plan?



	4. What went particularly well with your project?



	5. What problems or difficulties did you face?

	6. What would you do differently next time?

	7. Will your project have an impact in the longer term? If so, please give details.

	8. How many people benefited directly from your project (for example, how many people did you work with)? Did anyone benefit indirectly (for example, parents of children you worked with)?

	9. Have you gathered any evaluation information, either from your partner organisations,  from the people who benefited from your work, or from your volunteers. For example, you may have sent a questionnaire after your sessions, or had a feedback meeting.

	10. In what ways could the VSU provide better support? (please be honest!)



	11. What did you get out of the experience of leading this project?

	12. Please attach a copy of your project’s INVENTORY FORM. Has any equipment been damaged or gone missing during the year? If so, please give details.

	13. Do you have any further comments you wish to add?



	For Office Use: Supervisor’s Comments




Finally, write your timetable for your project in the template below. This will be invaluable for future Project Leaders. Do not just reprint your project plan – but give a real picture of what happened when.

	Title/Project Name

	Date/Month/Year
	· Tasks

For example: Advertised for volunteers

	
	· 

	
	· 

	
	·  

	
	· 

	
	· 

	
	· 

	
	· 








Data Protection Act 1998

This information is being collected for purposes of monitoring and evaluating UCL Union projects. It will be retained in paper copy for seven years and then destroyed.
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