                                           1St Engineer Brigade                                   082603

Evaluation And Quality Assurance Checklist


	Part I – Administrative Data

	a. Name of Instructor (Last, First MI)
	b.  Grade
	c. Organization
	d.  Evaluation Date

	
	
	
	    

	e.  Name of Evaluator (Last, First, MI)
	f.  Grade
	g.  MOS/Course
	h. Lesson Plan Date

	
	  
	
	   

	i.  Location
	j.  Lesson Title and PFN #

	
	

	k.  # of Students

Assigned / Present/Class #
	l. Type of Evaluation

Announced / Unannounced
	m.  Weather Conditions,

Temperature/Conditions
	n. Instruction Method



	USA
	USN
	USMC
	USAF
	
	
	

	     
	
	
	
	o. Min/Opt/Max Class Size
	p.  Uniform
	q. Instructor Level

	
	
	
	
	
	
	         

	r.  Training Event and Location Matches Training Schedule
	                    s.  Risk Level

	                              
	        

	Part II – Training Deviations

	a.  Caused by:
	b.  Explanation:
	c.  Status

	                 
	                          
	Reported:
	Yes / No

	
	
	Recurring:
	Yes / No

	
	
	Safety Impact:
	Yes / No

	Overall Performance Rating

	Overall Performance as derived from the evaluation in Section I.  Items marked “Not Applicable” are not counted when computing the overall performance rating. 

	Excellent - More than 50% of the rated items were “Excellent” with no “Needs Improvement”

Satisfactory - Majority of the items were “Satisfactory” or “Excellent” less than 25% “Needs Improvement”
Needs Improvement -More than 25% but less than 50% of the items received “Needs Improvement”  will  reevaluate within 90 days.

Unacceptable - More than 50% of the items received “Needs Improvement”  will  reevaluate in 30 day



	Part III – Points of Interest
	Part IV – Recommendations

	
	


	Instructions:  Check each item in section as E – Excellent; S – Satisfactory; NI – Needs Improvement and NA- Items not applicable to the type of instruction. Needs Improvement and Excellent blocks require justification comments!


	Part V - Evaluation                            
	E
	S
	  NI
	    NA
	Comments

	A. Preparation
	
	
	
	
	

	1.Training area or classroom prepared prior to training? (neat and orderly). 
	
	
	
	
	

	2. Seating arrangement appropriate?
	
	
	
	
	

	3. Training materials, aids, and equipment available and serviceable prior to training.
	
	
	
	
	

	4. Necessary materials, study guides distributed effectively.
	
	
	
	
	

	5. Lesson plan current and IAW approved POI?
	
	
	
	
	

	6. Is an assistant instructor present?
	
	
	
	
	

	B. Introduction
	
	
	
	
	

	1. Used a motivational statement that explains the relevance and importance of the task
	
	
	
	
	

	2. Displayed and clearly stated the Learning Objective (Action, Condition, Standard), and briefly outlined the sequence of the topics being presented.
	
	
	
	
	

	3. Stated the Risk Assessment level, and the Environmental Considerations 
	
	
	
	
	

	4.Explained how the objective would be tested.
	
	
	
	
	

	C.  Contents of Presentation
	
	
	
	
	

	1.  Demonstrated knowledge of class material.
	
	
	
	
	

	2.  Explained lesson topics key points
	
	
	
	
	

	3.  Followed the sequence as outlined in the lesson plan.
	
	
	
	
	

	5. Used smooth transitions.  
	
	
	
	
	

	6.  Put training activity into job context at least once.
	
	
	
	
	

	7.  Was COE incorporated into training?
	
	
	
	
	

	8. Instructors lesson plan personalized?
	
	
	
	
	

	  Properly Conducted internal or closing     summaries (see below)
	
	
	
	
	

	9.  Restated Action
	
	
	
	
	

	10.Restate main learning steps
	
	
	
	
	

	11. Checked On learning
	
	
	
	
	

	12. Conduct mid point or closing review
	
	
	
	
	

	D.  Presentation Skills
	
	
	
	
	

	1. Made eye contact with all students
	
	
	
	
	

	2.  Movements and gestures were natural and appropriate.
	
	
	
	
	

	3. Instructor was poised and enthusiastic.
	
	
	
	
	

	E.  Communication Skills
	
	
	 
	  
	

	1.Used correct enunciation and grammar.
	
	
	
	
	

	2. .  Did not Excessively use distracting mannerisms such as “Ahs” and “Oks” .
	
	
	
	
	

	3. Instructor’s voice quality, volume, and variation (pitch, rate, inflection) were adequate.
	
	
	
	
	


	F.  Demonstration Skills
	E
	S
	  NI
	    NA
	Comments

	1.  Skills were properly introduced and demonstrated. 
	
	
	
	
	

	2.  Students were involved in demonstration, if appropriate.
	
	
	
	
	

	3.  Assisted students as needed.
	
	
	
	
	

	4.  Gave on-the-spot corrections and praise 
	
	
	
	
	

	G.  Use of Training Aids and Materials
	
	
	
	
	

	1.  Training aids, instructional materials, equipment listed in POI were used by the instructor/students during lesson.
	
	
	
	
	

	2.  Whiteboard and/or other visual aids were used in an effective manner.
	
	
	
	
	

	H.  Question/Answer Techniques
	
	
	
	
	

	1.Questions were appropriate for the lesson. (Engaged every 3 to 6 mins)
	
	
	
	
	

	2.  Covered all topic key points with questions.
	
	
	
	
	

	3. Was ask pause, call, and evaluate used?
	
	
	
	
	

	4.  Questions were phrased clearly and to the point.
	
	
	
	
	

	5.  Students questions were answered adequately.
	
	
	
	
	

	I.  Management
	
	
	
	
	

	1.  Maintained proper control of the class.
	
	
	
	
	

	2.  Used appropriate techniques to assist and motivate students.
	
	
	
	
	

	3. Lesson was well paced, managed lesson plan time appropriately. 
	
	
	
	
	

	4.  Encouraged student participation.
	
	
	
	
	

	5.  Managed difficult students effectively.
	
	
	
	
	

	J.  Personal Qualities
	
	
	
	
	

	1.  Instructor’s professionalism set the proper example for bearing, behavior, and appearance.
	
	
	
	
	

	2. Showed respect and established a positive rapport with students.
	
	
	
	
	

	K.  Hands on Training Method
	
	
	
	
	

	1.  Ensured students could see all parts of the demonstration.
	
	
	
	
	

	2.  Gave detailed directions before the practical exercise.
	
	
	
	
	

	3. Summarized points covered during the demonstration
	
	
	
	
	

	4.  Ensured students performed the practical exercise correctly.
	
	
	
	
	

	5.  Provided timely feedback. 
	
	
	
	
	

	6.  Encouraged group members to participate.
	
	
	
	
	

	7.  Conducted an after action review with the students after practical exercise
	
	
	
	
	





	L.  Administrative Preparation
	
	
	
	
	

	1.  Visitor’s book was current (per 1st Engineer Brigade SOP) and available. 
	
	
	
	
	

	a.  TSP, Student H/O at visitors area
	
	
	
	
	

	b.  Trng Sch w/ FLW Form 414
	
	
	
	
	

	c.  ITC Cert or Memo of certified instr.
	
	
	
	
	

	d.  Visitors’ sign in sheet
	
	
	
	
	

	e.  FLW Form 880
	
	
	
	
	

	f.  Student Roster
	
	
	
	
	

	g.  Combat Lifesaver Memorandum
	
	
	
	
	

	h.  Range Safety/Demo Certification 
	
	
	
	
	

	i.  Inclement Weather Plan
	
	
	
	
	

	j.  Risk Management Worksheet/ Daily     Risk Assessment
	
	
	
	
	

	k.  Medevac Plan
	
	
	
	
	

	l.  Combat Lifesaver bag Inspection sht
	
	
	
	
	

	2.  Training references for class were available 
	
	
	
	
	

	Part VI- Training Ratios

	
	Required
	Assigned
	Actual
	Remarks

	a.  Instructor / Student
	
	
	
	

	b.  Equipment / Student
	
	
	
	

	c.  Drill / Student
	
	
	
	

	d.  Operator / Student
	
	
	
	

	Part VII - Other Areas
	E
	S
	NI
	NA
	

	1. Condition of facilities
	
	
	
	
	

	2.  Safety
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Remarks from After Action Review with Instructor

	

	Acknowledgement of Evaluation

	Signature of Evaluator


	Date and Signature of Instructor


	Date, Grade and Signature of Instructor Supervisor 






















