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This document is the eleventh of 19 chapters in Part 6 of the Toolkit for Making Written Material Clear and 
Effective. The Toolkit has 11 Parts. It was written for the Centers for Medicare & Medicaid Services (CMS) 
by Jeanne McGee, McGee & Evers Consulting, Inc. The guidelines and other parts of the Toolkit reflect the 
views of the writer. CMS offers this Toolkit as practical assistance to help you make your written material 
clear and effective (not as requirements from CMS). 
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What is a Session Summary Form? 

A “Session Summary Form” is this Toolkit’s name for a simple form that interviewers and note takers can 
use to review and summarize the results from each feedback session they conduct. This form doesn’t 
replace the need to take notes during the session (see Chapter 17, Conducting feedback sessions and 
taking notes). Rather, it is a supplement to the note taking you do during the session. 

Here is how it works to use a Session Summary Form:  

▪ You prepare the form ahead of time. We show a sample Session Summary Form below in 
Figure 6-11-a. You can adapt this form or create one of your own.  

▪ Immediately after each interview, you fill it out. At the end of the interview, after the 
participant leaves the room, the interviewer takes a few minutes to look over the notes he or she 
has taken during the session, filling in any places that are incomplete. Then the interviewer fills 
out the Session Summary Form.  

o As you will see in the sample form that follows, the Session Summary Form gives you 
places to fill in descriptive information (time, place, participant characteristics, etc.), 
highlights from the session, and your personal assessment of the interview. 

o If the interviews are being done by a two-person team of interviewer and note taker, then 
they discuss the interview and work together on filling out the form.  

 
6-11-a. A sample Session Summary Form.  

To help you imagine how a Session Summary Form can be customized to fit the needs of a project, the 
sample form we show below has been set up for use in a fictional Arthritis Booklet Project. It’s a three-
page form. Most parts of this sample form would apply to any project, but a few are specific to this 
Arthritis Booklet Project.  

Keep in mind that the normal size of the pages in this sample form is 8 ½ by 11 inches. To fit on the 
pages of this Toolkit, we show the sample Session Summary Form slightly reduced in size. 
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Source: This sample form (and the name for it – “Session Summary Form”) has been 
created for use in this Toolkit. It is an adaptation of forms the Toolkit writer has used in 
various reader feedback projects. The Arthritis Project is a fictional project created to serve 
as a recurring example in this Toolkit. 

 

Why use a Session Summary Form? 

There are three big benefits to using a Session Summary Form:  

 

It makes sense to take a few minutes after each session to review and summarize notes, but – 
where to start? This form can help. It provides a systematic way to guide you through the most 
important aspects of the interview, and makes it quick and easy to record your impressions 
while they are still fresh in your mind. It also includes places to fill in the key information you 
will need later on for reference, such as the participant’s characteristics, where the interview 
was done, how long it lasted, etc.  

Interviewing is hard work, but this form can make it easier to do a good job of recording the 
results from your sessions. If you are new to conducting feedback sessions, using this form 
will help structure your note taking. If you are experienced, it can help streamline your work. 

 

This act of filling out the Session Summary Form is the beginning of data analysis. During 
the session, note taking consists of describing as accurately as possible what the person says 
and does. But after the session is over, filling out a Session Summary Form requires the 
interviewer and note taker to go beyond just describing what the person said or did. The 
Summary Form asks for themes and highlights from the interview. To identify these, you 
need to reflect back on the interview and decide what stood out as really important and what 
it meant.  

It’s important to make it easy for interviewers and note takers to share their own 
interpretations of the findings from the interview and to add any explanatory notes that will 
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help people put the findings into context. They are the ones who were there in person with the 
participant. By filling out the Session Summary Form, they can share their first-hand 
impressions and interpretations with others on the team who were not there in person but will 
be using the results.  

 

When you are ready to start interpreting and applying what you have learned in your feedback 
sessions, having a completed Session Summary Form for each interview will make the task 
much quicker and easier. You can use the feedback forms together with the notes that were 
taken during the session. If you did audio or video recording of the sessions, you can use those 
recordings as well (see Chapter 12, Should you do audio or video recording of your sessions?) 

Having a full set of summary forms, in addition to whatever session notes and recordings you 
may have, offers several advantages: 

▪ The summary sheets help refresh your memory about the circumstances and highlights 
of each interview.  

▪ Depending on how you set up your form, and what you are doing during the session, 
the summary form can provide a short cut for tallying some of your results across all 
sessions.  

▪ If you want to share the results with others, especially with people who were not 
involved in planning or conducting the feedback sessions, the summary forms are 
ideal. They are more convenient, more complete, and more self-explanatory than notes 
taken during the session. The summary forms give people a quick overview with 
enough detail to be vivid, and they are organized for easy skimming. Since 
interviewers and note takers fill them out after the session is over, the handwriting 
tends to be more legible than notes taken in haste during the session. 

▪ If you want to, you can type part or all of the entries on these forms into electronic files 
for easier sharing and analysis. You could also create an electronic version of the form 
and then interviewers and note takers could fill it out by using a laptop computer. 
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Page-by-page commentary on the sample form 

To conclude this chapter, Figure 6-11-b below provides a page-by-page commentary on the sample 
Session Summary Form we showed earlier in this chapter. This commentary points out certain features of 
the form, explaining why they are there and how they can help you. 

6-11-b. Page-by-page commentary on the sample Session Summary Form.  
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Figure 6-11-b, continued. 

 

 

 

 

 

 

 

 

 

 

 

 



TOOLKIT for Making Written Material Clear and Effective 
SECTION 3: Methods for testing written material with readers 
PART 6: How to collect and use feedback from readers 

CHAPTER 11: Creating and using a “Session Summary Form” 161 

 

Figure 6-11-b, continued. 

 

 

Source: Commentary written for use in this Toolkit. 
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