	Instructional Staff Evaluation Form



	Name:     
 Payroll No.     

Organization Name and Code:     




	Instructions: This form is to be completed by the instructor’s manager (or their designated representative) at least annually to document training-related performance. See Section 2, Periodic Review of Instruction Staff in the Training and Qualification for Instructors subject area for more information.


	Instructional Responsibilities (check applicable level(s) of qualification):

 FORMCHECKBOX 

Level 1 developer/instructor engaged in the analysis, design, development, delivery, and evaluation of training events to include web-based training.

 FORMCHECKBOX 

Level 2 instructor/evaluator engaged in the delivery and evaluation of classroom training events.

 FORMCHECKBOX 

Level 3 on-the-job training (OJT) instructor engaged in the analysis, development, delivery, and evaluation of OJT.



	Instructional Responsibilities area being evaluated -     




	Training Activity Evaluated (e.g., development or delivery including course/OJT title and number):

     
Note: Changes in instructional assignments since last evaluation should be noted.

	Review Observations:  (Complete – Evaluation Checklist #1, Classroom or OJT Training Delivery, or – ‘Evaluation Checklist #2, Classroom or OJT Curriculum Development, or Evaluation Checklist #3 for Web-based Training prior to filling in this area.)

     


	Instructional Staff Development Recommendations:

     


	Evaluator’s Printed Name and Signature:

     
  /  


	Evaluation Date:

	Training and Qualification Department Manager's Printed Name and Signature:

     
  /  


	Date:


	Evaluation Checklist #1

Classroom or OJT Training Delivery

	Name:

     
	Course Title and Code:

     
	Date:

     

	Performance
	Satisfactory
	Unsatisfactory
	Not Applicable

	Training Delivery Evaluation
	
	
	

	Confirmed the instructional site was set up for effective instruction (lighting, seating, OJT location, etc.).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Training and administrative materials were gathered, organized, and checked for accuracy, completeness, and legibility, as well as appropriate review and approval authorization.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Introductory activities used were appropriate to develop student motivation.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Training content presented according to the lesson plan/OJT guide.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The instructor demonstrated the ability to make the instruction meaningful to the trainees.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Adapted delivery to account for student characteristics.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Active trainee participation was encouraged, and frequent and appropriate trainee responses were solicited.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Checks for understanding were made through questioning, performance activities, review quizzes, etc.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Managed group interactions and participation, and trainee responses were reinforced in a positive manner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Provided opportunity and adequate time for students to state questions, comments, concerns, and to respond to questions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Repeated, rephrased, or restructured questions as appropriate.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Provided prompt, timely, and specific feedback.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Demonstrated acceptable personal conduct and verbal practices.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Demonstrated content expertise.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Demonstrated appropriate instructional delivery techniques.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Effectively managed the time available for the course.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Used media and hardware properly.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Manages group dynamics associated with training delivery methods.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Appropriately judges grasp of the training session by the trainees.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Evaluated attainment of course objectives via questioning or testing.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Additional evaluation observations, use back of page if necessary:
	
	
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Evaluation Checklist #2

Classroom or OJT Curriculum Development

	Name:

     
	Course Title and Code:

     
	Date:

     

	Performance
	Satisfactory
	Unsatisfactory
	Not Applicable

	Curriculum Development Evaluation
	
	
	

	Training requirement based on job and/or task analysis
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Course outcome (terminal objective) meets identified training requirement.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Learning objectives support course outcome (terminal objective).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Appropriate training setting identified for instructional delivery
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Learning objectives, text material, and references are compatible with entry-level skills and knowledge of the trainee.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Learning objectives are sequenced for effective learning.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Learning activities support effective accomplishment of learning objectives.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Appropriate learning activities (case studies, role-plays, group discussions, student exercises, practice sessions, quizzes, video presentations, directed Q&A periods, performance observations, etc.) are appropriately utilized throughout the instructional period.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Instructional material is accurate, complete, and appropriate for the targeted training activity.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lesson plan subject matter contains sufficient information to provide the training.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Training delivery material is appropriately paced for trainee mastery.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Training activity time duration is appropriate for material being presented.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Learning activities adequately specify the behavioral activities of the instructor and trainees.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Text material contains appropriate PNNL and facility specific terminology and acronyms.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Test items adequately measure mastery of learning objectives and course outcome.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Systematic Approach to Training (SAT) model utilized during the development process
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Additional evaluation observations, use back of page if necessary:
	
	
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Evaluation Checklist #3

Web-Based Training Development

	Name:

     
	Course Title and Code:

     
	Date:

     

	Performance
	Satisfactory
	Unsatisfactory
	Not Applicable

	Development Evaluation
	
	
	

	The course purpose describes the intended outcome, target audience, and scope of the training.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Course outcome (terminal objective) meets identified training requirement.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Training requirement based on job and/or task analysis 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Learning objectives support course outcome (terminal objective).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Learning objectives and references are compatible with entry-level skills and knowledge of the trainee.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Learning objectives are sequenced for effective learning.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Learning activities support effective accomplishment of learning objectives.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Appropriate learning activities (case studies, practice sessions, quizzes, video presentations, etc.) are appropriately utilized throughout the training application and connected to course enabling objectives.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Instructional material is accurate, complete, and appropriate for the targeted training activity.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Text material contains appropriate PNNL and facility specific terminology and acronyms.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Systematic Approach to Training (SAT) model utilized during the development process
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Navigational functions that allow the student to start, exit, move forward, and move backward when desired or necessary.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Formatting of course information (e.g., text font and size, graphics, videos, etc.) is legible and designed for viewing on a screen display of 800x600 with 16-bit color resolution.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Access to the information contained in the training meets Web Site Accessibility (Section 508) Requirements (see the Electronic Communications subject area).  This amendment addresses accessibility to web sites by people with disabilities.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Orientation display features that indicate the student‘s location within the course content (i.e., how many pages in each section, the student’s location within the section, and visual indication of section completion).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Tracking features to create a record that uniquely identifies the student and must accurately document course sections, units, modules, etc. (i.e., “who the student is and where the student has been”) without loss of this information when the student exits.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	A means to contact the course subject matter expert or other person responsible for the content of the training.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Student’s training record and billing information (as appropriate) can be automatically updated and course completion documentation available in printed form. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Additional evaluation observations, use back of page if necessary:
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