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PERSONNEL EVALUATION EVALUATEE GUIDE

This check sheet provides the evaluatee with step by step procedures used during the personnel evaluation.  It identifies specific tasks to perform and areas to check before, during, and after an evaluation.

1. EVALUATEE PREPARATION

1.1.  Coordinate with other agencies (Tech Control, Job Control, and Mission Sup).  Ensure they are advised of the evaluation and it's effect on equipment/mission.  If necessary, request down time far enough in advance that the equipment will be available and the evaluation can be accomplished as scheduled.

1.2.  Obtain a job control number (JCN) and make the appropriate entries on the AFTO Form 349 for the equipment used in the evaluation.

1.3.  Assemble all test equipment, tools, cables, adapters, and technical data, etc. required to complete the task(s).

CAUTION:  DO NOT USE EQUIPMENT WHICH IS OVERDUE CALIBRATION OR IMPROPERLY FUSED.  ADVISE THE EVALUATOR AND EITHER OBTAIN SUBSTITUTE EQUIPMENT OR DELAY THE EVALUATION.

NOTE:  If a warm-up period is required to stabilize equipment, ensure it is energized far enough in advance to be ready for the evaluation.

1.4.  Check the calibration date of required test equipment and ensure no items are overdue calibration.  Check all fuses to ensure they are not over-fused or under-fused.

1.5.  Ensure all tools are clean, serviceable, and complete.

1.6.  Ensure the work area is clean, neat, and safe to work in.  Remove all extraneous tools, test equipment, or materials from the work area.

1.7.  Ensure a safety observer is designated and CPR certified, when required IAW AFOSH STD 91-50, para 2.3.1.1. , 2.4. and 2.4.1.2.

NOTE:  The Maintenance Support (MS) evaluator can be the safety observer, if CPR qualified.  This must be confirmed ahead of time.

1.8. Advise the safety observer and the evaluator of shop safety practices.  Provide a briefing to include but not limited to, the following:


1.8.1.  Closest electrical safety board.


1.8.2.  Equipment circuit breakers.


1.8.3.  Safety cautions in the task routine.


1.8.4.  Closest fire extinguisher.


1.8.5.  Closest working fire alarm.

1.9.  Ensure that anyone involved in the performance of the task(s) removes all jewelry to include the safety observer.

2.  EVALUATION PERFORMANCE

2.1.  Notify the evaluator of any notes, warnings, or cautions in the procedures prior to performing the step that they concern.

2.2.  Perform all steps of the routine/task in the correct sequence or explain any deviations made.

CAUTION: IF YOU DISCOVER ANY SITUATION WHICH COULD CAUSE INJURY OR DEATH, OR DAMAGE EQUIPMENT, IMMEDIATELY TELL THE EVALUATOR TO HALT THE EVALUATION.

2.3.  Keep the evaluator informed of what you are doing (what measurements are taken, why, and what adjustments are required).

2.4.  Refer to the technical data to answer questions the MS evaluator asks.  DO NOT try to snow the evaluator.  If you don't know an answer, or where to look to find out, simply say so.

2.5.  Return the equipment to its original (serviceable) condition.

2.6.  Notify the evaluator when you complete each task/routine.

3.  POST EVALUATION

3.1.  Return all tools, test equipment, and technical data to the proper place.  Clean up the work area and dispose of any materials used during the evaluation.

NOTE:  Be sure to open sequential jobs, order necessary parts, draft AFTO Form 22s, etc., prior to closing the job with Job Control.  These are examples of post performance tasks and are evaluated.

3.2.  Advise all involved agencies except Job Control that the evaluation is complete and the equipment is operational.

3.3.  Complete all MDC documentation and close the evaluation JCN with Job Control.

3.4.  Inform the evaluator when all required actions have been completed.
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