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WORK CARD 1
Prepare the introductory part of the questionnaire to examine the training needs, by completing the table. The questionnaire is to be addressed to employers.
PART 1- INSTRUCTION
	Information on the institution performing the study
	Enter here:
- what is the name of the institution conducting the study,
- what they do,
- contact: website address

	
The objectives of the study
	Enter here:
- to whom the research is directed,
- what the institution expects after this study,
- what benefits this study will bring for respondents.

	Instructions on how to respond to
individual questions
	Enter here:
- what types of questions are included in the questionnaire (if there are several, where are the different types),
-  how to respond to them, preferably with examples

	Information on the importance of honest, well-thought-out respondents' answers to the institution conducting the study 
	Enter here:
- why this information is important for the institution conducting the study (or ordering it to be carried out),
- that the expected results can only be obtained by honest, well-thought-out answers,
- what are the benefits that a respondent can achieve when answering these answers.

	A 'Thank you’ to the respondents for the time devoted
	Enter here:
- that you thank respondents for the time spent completing the questionnaire,
- that thanks to them the institution carrying out the research can ....,
-  that they have made a significant contribution to ....
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PART 2– SHEET FOR FILLING IN
	Information on the institution performing the study
	







	
The objectives of the study
	








	Instructions on how to respond to
individual questions
	










	Information on the importance of honest, well-thought-out respondents' answers to the institution conducting the study 
	













	A 'Thank you’ to the respondents for the time devoted
	








PART 3. EXAMPLE OF A COMPLETED WORK CARD 1
	Information on the institution performing the study
	The study is carried out on behalf of the Hotgatroz operating company
in the HORECA sector. This company deals with the organisation and conduct of training for the managerial staff and employees of the hospitality industry. The trainings are conducted by gastronomy experts and practitioners. Hotgatroz is a company serving the support of employees' initiatives and professional development. More information can be found on the website
www.hotgatroz.com.pl

	
The objectives of the study
	The survey is addressed to employers and management
in catering establishments.
Its purpose is to diagnose current needs in the field of employee professional development and to develop an attractive training offer.
We hope that the results of the research will allow us to prepare a training offer, covering topics addressed to catering employees at various levels, and to choose an effective and attractive way to transfer and consolidate knowledge.

	Instructions on how to respond to
individual questions
	Most of the questions in the survey have several answers. The ones you choose should be marked by entering the x in the appropriate field. In some places you have to write your own suggestions.

	Information on the importance of honest, well-thought-out respondents' answers to the institution conducting the study 
	The honest and well-thought-out answer is of great importance for obtaining a reliable result of research. Only they will allow to draw a true picture of the needs for improvement and meet the expectations of the interested.

	A 'Thank you’ to the respondents for the time devoted
	Thank you for your time to complete the survey. Thanks to this, you will help to indicate the right directions of our company's activities, gain noticeable benefits in your work, contribute to the improvement of the quality of catering services and thus the assessment of your establishment in the opinion of consumers.
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