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1. INTRODUCTION 

The kick-off meeting was held on January 31 – February 1, 2019, in Izmir at the kind invitation of 

the SUSCOF team from Dokuz Eylul University. The meeting was held with the participation of the 

Project partners: Dokuz Eylul University (Turkey), Aarhus University MAPP Research Center 

(Denmark), University of Natural Resources and Life Sciences (Austria), Legacy17 (Sweden), 

Muğla Sıtkı Koçman University (Turkey), and Slovak University of Agriculture in Nitra (Slovakia). 

The Kick-off meeting aimed at discussing the whole activities, meetings, and tasks of the project, 

considering all the aspects, both technical and administrative. Also, the scheduled program, 

outputs, progress meetings, multiplier events, short-term joint staff training event, dissemination 

activities and responsibilities of each partner were discussed during the two days. 

 

The evaluation of the kick-off meeting is the first evaluation activity of the SUSCOF project. It is 

expected that the assessment will provide valuable information about the quality of the meeting 

and the level of achieving the objectives of the meeting.  Moreover, it is envisaged that the findings 

will be a useful source of information for organizing more efficient and effective subsequent 

transnational project meetings.  
 

2. METHODOLOGY 

The evaluation form consists four sections. The preparation activities and documents of the 

meeting were asked to the participants. Info pack, travel guide, transfer to the hotel, design of the 

official logo, swallowtails, roll-ups, and presentation template, meeting agenda, project 

information booklet, meeting materials and communication with coordinator were assessed in 5-

points Likert scale from 1: poor to 5: excellent.  Similarly, in the second section of the form, the 

venue of the meeting was evaluated according to the criteria of location, refreshments, service, 

meeting room, and meeting equipment. In the third section, the content of the meeting was rated 

in 5-points Likert scale from 1: strongly disagree to 5: strongly agree. Nine items were used in this 

assessment. These items presented in Table 3. The last section of the evaluation form is overall 

assessment. Three open-ended questions were asked to the participants. Questions are;  

1. Please rate the meeting over 100 points 

2. Please give details of why you rated the meeting with this score 

3. Please share your ideas, suggestions, comments for further meetings 

The evaluation form was prepared in the Google Docs1 platform and shared to the participants 

except for the participants of DEU, the leading organization of the kick-off meeting. The e-mail 
which invites the participant to evaluate the meeting was sent to the participant on February 7, 

2019. Two reminder e-mails were sent one week apart. After these reminders all participants 

from five partner institutions were answered the survey. Descriptive analyses were used for the 

evaluation of the meeting.  

  

                                                           
1 https://docs.google.com/forms/d/1mSdDF0l5KB6yV_fxIEz4WP5DHon8q9jF7giDZRvKe-
s/edit#response=ACYDBNgd4xqkmPA9OXtPwvJhhR7Pjoecl--lHGh1xZ0eTdgLkMYZvOaerAEyOKQ_J9Mre6g 
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3.  FINDINGS 

 

3.1. Preparations of the meeting 

Items and frequencies of the responses about the activities and documents used and shared for 

meeting preparation were presented in Table 1. 

Table 1 Evaluation of the preparation activities 

Item Poor Fair Average Good Excellent Mean 

Info pack - - - 2 9 4,82 

Travel guide - - - 2 9 4,82 

Transfer to the hotel - - - 2 4 4,67 

Design of the logo - - - 2 9 4,82 

Design of the swallowtail and roll-up - - - 1 10 4,91 

Presentation template - - 2 1 8 4,55 

Meeting agenda - - - 3 8 4,72 

Booklet - 1 - 1 9 4,64 

Meeting materials (pen, notebook, 
certificate, name badges 

- - 1 2 8 4,64 

Communication with coordinator - - - 2 9 4,82 

AVERAGE SCORE 4,65 

  

Findings show that the average score of the preparations is 4.65 out of 5.00. This score can be 

considered very high. Therefore, it can be said that the participants were quite satisfied with the 

preparation activities before the meeting.  

When the preparations before the meeting are examined one by one, it is seen that the highest 

satisfaction level is in the swallowtail and roll-up designs. In contrast, the lowest satisfied pre-

meeting preparatory element is the presentation template. 2 of 11 participants found it average. 

Thus, the coordinator organization DEU decided to ask partners if they wish to change and create 

a new design for a presentation template which will be used in all presentations about the project 

in the future. The issue will be discussed in the first Skype meeting which will be held at the 

beginning of March 2019.  Similarly, one participant found the booklet for the promotion of the 

project insufficient. So, it was added to the first Skype meeting agenda.   

3.2 Venue of the meeting 

Items used for evaluating the satisfaction level of the participants about the venue of the meeting 

were presented in Table 2. According to the findings, the overall score is 4.91 reflects a quite high 

level of satisfaction.  

Table 2 Evaluation of the venue 

Item Poor Fair Average Good Excellent Mean 

Location - - - - 11 5,00 

Refreshments - - 1 - 10 4,82 

Service - - - - 11 5,00 

Meeting Room - - - 2 9 4,82 

Meeting Equipments - - - 1 10 4,91 

AVERAGE SCORE 4,91 
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As can be seen from Table 2, in two of five elements, all participants evaluate the venue as 

excellent. The location and service were found to be perfect. Only one participant found the 

refreshment on average. She stated that she had found the refreshment average because they 

were not sustainable foods. Considering the findings and context of the project, it can be said that 

it would be appropriate to select catering products from more sustainable foods at the next 

meetings.  

3.3 The Content of the meeting 

Satisfaction level of the content of the meeting was measured by using nine items. The average 

satisfaction level of the content is 4.64, representing a high level of satisfaction. However, a 

critique dimension found to be not excellent. The dimension is the time dedicated to all topics that 

had to be discussed. As the meeting was the kick-off meeting and there were many and detailed 

topics to be discussed, it was thought that the participants might not have considered enough to 

discuss the duration of the discussion. Therefore, the first progress meeting will be held recently 

and it was found appropriate to hold an online meeting immediately at the beginning of March. 

Also, it was decided to arrange online meetings every month to be in connection and discuss 

efficiently.  

Table 2 Evaluation of the content 

Item Poor Fair Average Good Excellent Mean 
The agenda covered all necessary issues 
and topics 

- - 1 2 8 4,64 

The meeting was well planned and 
organized 

- - - 2 9 4,82 

Presentations were useful and well-
delivered 

- - - 3 8 4,72 

There was enough time dedicated to all 
topics that had to be discussed 

- - 3 3 5 4,18 

All participants had the opportunity to 
participate in the discussions 

- - - 3 8 4,72 

I could meet and interact with the other 
projects partners 

- - - 2 9 4,82 

I have a clear view of the project goals and 
organizations 

- - 1 2 8 4,64 

I clearly understand what the 
responsibilities of the partners are 

- 1 - 2 8 4,55 

I clearly understand the project's financial 
issues 

- - - 4 7 4,64 

AVERAGE SCORE 4,64 

 

Besides, due to the lower score than others, DEU decided to detail the responsibilities of each 

partner when preparing the report of the kick-off meeting. It will also include financial issues and 

proof documents. The report will be shared with all partners in order to remind the decisions, 

task and responsibilities of the partners and future agenda. Also, it was decided to discuss future 

tasks and responsibilities in the following transnational project meetings.  

3.4 Overall Satisfaction and Future Recommendations 

The participants were asked to score over 100 points considering all aspects of the meeting. One 

of the participants evaluated the meeting with 80, one of them with 85, two of them with 90, two 

of them with 95, one of them 99, and four of them with 100 points. The average score is 94, 

representing a quite high level of satisfaction.  
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The answers to the question behind the given score are as follows: 

• Informative meeting. It was nice to meet the partners and to gain a better understanding 

of the project objectives. However, there are still a few areas that need further clarification. 

General research questions and objectives need to be established, and the partners need 

to define more specifically what is meant by sustainable food consumption. 

• Superb preparation work by the team. Excellent venue. Lovely group! Conventional 

facilitation - there are better ways. Would have liked (expected) specific time to exchange 

experience, methods, tools. Poor English in the booklet makes it a bit difficult to use. 

Unsustainable food!! 

• Perfectly organized and done 

• Professionally conceived, presented and executed 

• Because everything went fine. The organization, the people, the venue, perfect 

• The Meeting was very successful 

• Everything was good. 

 

At last, participants shared their ideas, suggestions, and comments for future meetings. These are 

the answers: 

• Let's confer in advance about use of methods, both at the meetings and in the project 

overall. Include group work. Slovakia doesn't want to do a (more) sustainable menu so I 

guess we'll need to try extra hard ;) 

• Combination of formal and informal talks is just perfect 

• You have set a high standard – perhaps we can do better on the sustainable food end :-) 

• The upcoming meetings will also be successful. 

 

 

4. CONCLUSION 

The results of the evaluation questionnaire show that kick-off meeting was successful and 

participants were satisfied. Partners are eager to cooperate and support every aspect of the 

project. Participants agree that they could participate in the decisions and discussions effectively. 

This evaluation result is since it is the first meeting and it is mainly based on presentations, but in 

further meetings it will be more interactive. What is more, it will be useful to improve 

communication before the meeting to be involved in the arrangements and organized better. 

The results and comments emphasize that participants understood the objectives of the project 

and the roles of the institutions and organizations, its work packages and the interactions between 

the work packages, activities, timeframe and deadlines, deliverables, dissemination, and 

evaluation. The meeting was thought to be well balanced focusing on all the critial aspects of the 

project. They know which tasks they are in charge of. They came to a mutual understanding of the 

way of communication. Participants decided the time of the next meeting together. 

Consequently, it can be concluded that the meeting was very efficient and accomplished planned 

aims. Results obtained in the deficiencies of the meeting will be taken into account in the next 

meetings, and it will contribute to increasing the quality and effectiveness of the following 

meetings. 


