
CAC-32 Job-Aid (1 of 2)  Standard 32 (program to develop staff and faculty) Questions 
 
Do you have a published staff and faculty development program policy and procedures 
document? 
 
 
Is the policy published on-line or a shared-drive so center/ school staff and faculty can access it 
when needed? 
 
 
Is there a policy and procedure for conducting staff and faculty development activities? 
 
 
Are there documented procedures for executing the SFD Instructor Certification Program at the 
local level? 
 
 
Is there an established recognition program for instructors and curriculum developers designed 
to promote professionalism? 
 
 
Are student records maintained for those individuals who participate in learning events provided 
by the SFD element? 
 
 
Are course records maintained for courses provided by the SFD element? 
 
 
Are instructor records maintained for those who teach local SFD courses? 
 
Is there a Career Program (CP) office or designated representative responsible for coordination 
regarding training the institution’s workforce? 
 
 
Does the CP representative conduct surveys to identify training and education requirements? 
 
 
Does the CP representative schedule relevant training and education opportunities across the 
institution’s workforce?   Are records maintained? 
 
 
Are periodic and comprehensive evaluations of faculty assigned to and actively teaching within 
the institution to ensure qualifications are maintained and documented? 
 
 
Who are you responsible to provide training for? 
 
 
How many courses do you instruct? 
 
 
Do you have any higher headquarters issues outside of your control that hinder completion of 
your missions or would make it better? 



 
Standard 32 Evaluator’s Job Aid 

 
Name of Evaluator:  ________________________________________ Date: ______________ 
 
Institution/Program:  ___________________________________________________________ 
 
Point of Contact:  ______________________________________________________________ 
 
Rating of Record:   Met Met w/ Comment Not Met 
 
With Impact of HHIs: Met Met w/ Comment Not Met No HHIs 
 
Findings:                          
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
 
Observations:  
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
 
Recommendations:  
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
 
HHIs:  
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
 
Lead agency for this HHI:  
 
________________________________________________________ 
 



Job-Aid CAC-32 
Standard 32 (program to develop staff and faculty) Focus Group Questions 

 
 
Customer specific questions: 
 
Are ample training opportunities available from the staff and faculty to ensure your 
instructors are certified in a timely manner? 
 
 
 
 
 
Do you have any input to what staff and faculty instructs? 
 
 
 
 
 
 
Will the staff and faculty add classes to their schedule if needed? 
 
 
 
 
 
 
Do you get a list of available courses from the staff and faculty? 
 
 
 
 
 
 
Does the staff and faculty conduct evaluations of your instructors after they graduate 
from a staff and faculty conducted course? 
 
 
 
 
 
 
Is the instructor certification/recognition and training policy in your center/school SOP or 
other policy/guidance document? 
 

 
 
 



 
 
 

Standard 32 Evaluator’s Job Aid 
 

Name of Evaluator:  ________________________________________ Date: ______________ 
 
Institution/Program:  ___________________________________________________________ 
 
Point of Contact:  ______________________________________________________________ 
 
Rating of Record:   Met Met w/ Comment Not Met 
 
With Impact of HHIs: Met Met w/ Comment Not Met No HHIs 
 
Findings:                          
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
 
Observations:  
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
 
Recommendations:  
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
 
HHIs:  
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
 
Lead agency for this HHI:  
 
________________________________________________________ 
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