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PERSONNEL EVALUATION EVALUATOR CHECK SHEET 

This checklist is to assist the evaluator schedule and perform an effective personnel evaluation.  It identifies areas to observe before, during, and after an evaluation.

1.  EVALUATOR PREPARATION

1.1.  Prior to conducting evaluations, evaluators analyze and select tasks to evaluate based on deficiency indicators, training management visits, NRTS validation, system performance data, previous evaluations done in the work center, and other management indicators.  If analysis does not indicate any areas requiring emphasis, evaluators should select tasks not previously evaluated in the work center.

1.2.  Review the evaluatee's AF Form 623, On-The-Job Training Record, and ensure the technician is certified/qualified to perform the task(s) you want to evaluate.  The technician may be evaluated on any system tasks on which they are certified, including troubleshooting techniques, alignments, and repair procedures.

1.3.  Coordinate with the evaluatee's work center supervisor to identify the task to evaluate and to schedule the personnel evaluation.  If the work center supervisor is not available, coordinate with the evaluatee's immediate supervisor or crew chief.

1.4.  Ensure all personnel concerned understand the impact of the task on the equipment/system, and how it will affect system status. Ensure the technician or evaluator requests system downtime, if necessary.

1.5.  When operational requirements do not permit completion of planned evaluations, different tasks should be selected to avoid the need to reschedule the evaluation.

1.6.  Prepare Personnel Evaluation Worksheet Form, FL-13 prior to starting evaluation.

1.7.  Ensure MSCS-2, Evaluatee's Checklist, and AFI 21-116, Attachment 8, are available for the evaluatee to review prior to starting the evaluation.

1.8.  Prior to beginning the evaluation, brief the evaluatee using MSCS-3, Evaluator's Briefing as your guide.

1.9.  Allow the evaluatee time to review the technical materials, gather their thoughts/composure, and relax.

2. EVALUATION PERFORMANCE

2.1.  DO NOT interfere with the performance of the task/routine being evaluated, and do not influence the evaluatee in any way. 

NOTE: IF AT ANY TIME YOU OBSERVE ANY ACTION WHICH COULD CAUSE INJURY OR DEATH, DAMAGE EQUIPMENT, OR POSE A SECURITY COMPROMISE, IMMEDIATELY HALT THE EVALUATION.

2.2.  Evaluate the three separate and distinct phases of the personnel evaluation; preparation, task performance, and post performance.  (See AFI 21-116, attch 8) 

2.3.  Annotate the start and stop times for comparison with established job standards listed in the technical data.

2.4.  Observe all steps, measurements, and readings contained in the technical data procedures, without interfering.

2.5.  Ask any pertinent questions concerning the task(s) to determine the technicians depth of knowledge and methods and procedures utilized by the technician.

2.6.  Annotate any observations (both good and bad) concerning the technician, equipment, and the evaluation.

3. EVALUATION COMPLETION

3.1.  Evaluations are complete when, in the judgment of the evaluator, the technician displays sufficient knowledge to determine adequacy of the technician's training and proficiency, when the evaluatee completes the task(s) assigned, or when system knowledge is lacking to the extent the task cannot be completed satisfactorily.

3.2.  Conduct an informal debriefing with the technician and work center supervisor using the notes made during the evaluation. If the work center supervisor is not available, coordinate with the evaluatee's immediate supervisor or crew chief.  DO NOT make judgments as to the rating of the evaluation or the category of errors (if any).

NOTE: IF ANY OF THE ABOVE WORK CENTER PERSONNEL ARE NOT AVAILABLE, MAKE A CONSCIENTIOUS EFFORT TO LOCATE THEM, IF IT IS DETERMINED THEY ARE NOT AVAILABLE, CONDUCT DEBRIEFING WITH THE EVALUATEE, AND BRIEF THE WORKCENTER SUPERVISOR OR APPROPRIATE PERSONNEL UPON THEIR RETURN TO THE WORKCENTER.

3.3.  Review your notes and verify your references.  Prepare and route the automated report if there were no errors, or if only minor errors (preparation, CAT III, or post) were noted.  Conduct a thorough debriefing with the technician and the work center supervisor when a CAT I or II error has been committed.  If the work center supervisor is not available, conduct the debriefing with immediate supervisor or crew chief.
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