[bookmark: _GoBack]Proficiency Review During a Drill/Exercise/Actual Event
For Qualified Incumbents
[INSERT Module/Lesson Number]


ERO Position Observed:

     

Qualified Incumbent Observed (Name/Badge #):

     

Drill/Exercise/Actual Event Date: 

     

Evaluator Name/Badge #: 

     


[INSERT LOGO or TITLE]
Emergency Response Organization Proficiency Review Form




1
[INSERT Module/Lesson Number] Trainee: ______________
	TABLE 1: Position Proficiency Evaluation Criteria

	Performance Activity
	Meets Expectations
	Does Not Meet Expectations

	Position Competencies
	· Applies the position’s competencies, knowledge and skills correctly, appropriately, and effectively.  
· Understands the position’s role and responsibilities and communicates that understanding to the team. 
· Carries out assigned actions decisively and in a timely manner, as listed on the position checklist.
	· Does not demonstrate an adequate understanding of the position’s expected knowledge and skills.  
· Current level of knowledge and skills do not support the position’s roles and responsibilities. 
· Needs assistance and cues in carrying out assigned actions listed on the position checklist.

	Reasoning and Judgment
	· Anticipates abnormal conditions and moves to correct (or recommends corrective actions) the conditions involving the team as needed.  
· Coordinates and communicates actions with others effectively.
	· Does not recognize abnormal trends.  Actions may place the site, facility, or operation in an unsafe condition.  
· Relies exclusively on actions or responses of others.

	Team Interaction
	· Participates in problem identification and solving.
· Participates in team’s actions; is aware of others’ actions and responses.
	· Drives inappropriately or fails to participate in problem identification and solving.  
· Fails to coordinate with other team actions and responses.
· Is seldom aware of others’ actions.

	Communications
	· Uses clear, concise and understandable written and oral communication.  
· Issues directions consistent with level of position and authority.  
· Uses proper protocols and formats consistently.
	· Has difficulty conveying the message. 
· Does not use proper protocols and formats.

	Checklist and Procedure Use
	· Understands and uses appropriate procedures and other resources effectively.
· Knows and understands the basis of the resources.
· Completes the position checklist fully and appropriately.
	· Does not understand the procedures and other resources.  
· Has difficulty maneuvering through the resources.  
· Needs assistance to complete the position checklist.





Use the following criteria for evaluation of the incumbent’s performance:

Position Competencies:

1. Signs in and obtains, reviews, and uses Position Checklist

Activity Observed?			

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments:      

2. Obtains event status, gathers and evaluates event information for potential impacts

Activity Observed? 		

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments:       

3. Briefs appropriate personnel, as required, as event information becomes available

Activity Observed?			

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments:      

4. Briefs the relief person, if required

Activity Observed?			

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments:      



Reasoning and Judgment:

1. Remains calm and responds appropriately to problems and concerns

Activity Observed?			

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments:      

2. Uses appropriate judgment in resolving problems and concerns

Activity Observed?			

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments:      

Team Interaction:

1. Collects and communicates requested information

Activity Observed?			

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments:      

2. Works effectively with team members and uses team resources appropriately

Activity Observed?			

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments:      


Communications:

1. Speaks clearly

Activity Observed?		

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments:      

2. Writes clearly

Activity Observed?		

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments:      

3.	Listens attentively and takes notes, as necessary

Activity Observed?		

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments:      

Use of Position Checklist and Procedures:

1. Completes the position checklist

Activity Observed?		

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments:      



2. Uses position procedures effectively

Activity Observed?		

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments:      



Evaluation of Overall Performance:

Does the incumbent’s performance meet expectations as set forth in Table 1?

	
	
	
	
	
	Yes
	
	
	
	No

	
	
	
	
	
	5
	4
	3
	2
	1

	Meet Expectations?
	
	
	
	
	



Comments and Recommendations:      


Evaluator’s Signature and Date

Signature:      						Date:      


****************************************************************************************************

Incumbent’s Comments:     

Incumbent’s Signature and Date

Signature:      						Date:      


****************************************************************************************************

[INSERT Approval Authority/Position] Signature and Date

Signature:      						Date:      
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