SOP, Vol. 5: Resident Instruction

	WS-V.1.C
	CAP Checklist – Job Aids

	Course
	

	School
	
	Date
	

	Evaluator
	

	OVERALL ASSESSMENT 

	Enter Job Aid Number
	List each Job Aid for this course in the blocks below and provide an overall assessment based on the results of your completed evaluation.

Note:  Add lines as necessary to allow listing of each Job Aid
	Meets Standard
	Needs Improvement
	Missing

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	WS-V.1.C
	CAP Checklist – Job Aids

	Course
	

	School
	
	Date
	

	Evaluator
	

	Criteria
	Meets Standard
	Needs Improvement
	Missing
	Not Applicable
	Notes

	Use the following list to provide a final job aid assessment overview.  This section has been designed to guide the user through a step-by-step procedure for reviewing a job aid.  Refer to USCG Training System Standard of Operating Procedures (SOP) Vol. 4 Job Aids.

	1. Is there a job aid analysis on file for each TPO?
	
	
	
	
	

	2. If appropriate, Job Aid developed according to the results of a JTA or FEA (with indications for no training, introductory training, or extensive training required).
	
	
	
	
	

	3. Feedback and "owner" contact information has been provided in the Job Aid (e.g., who is responsible for maintaining the Job Aid and making revisions to it so it continues to accurately reflect changing qualification factors, policies, and/or procedures).
	
	
	
	
	

	Development of Job Aid: Content / Structure

	4. Job Aid edited for Content (verify with SMS): 

a. Technically correct

b. Complete

c. No extraneous information included

d. All context information included

e. Provides stimulus/response cues.
	
	
	
	
	

	5. Format is appropriate for its use, environment, and audience? (pg 8 of Job Aid SOP)
	
	
	
	
	

	6. Steps are small enough?
	
	
	
	
	

	7. Explanations are to the left of illustrations?
	
	
	
	
	

	8. It tells the user “when” to use before “how” to use?
	
	
	
	
	

	9. There is sufficient white space?
	
	
	
	
	

	10. Critical information is highlighted or set apart?
	
	
	
	
	

	11. Decision Tables are presented in boxes?
	
	
	
	
	

	12. Steps are numbered for sequence?
	
	
	
	
	

	13. Language:

· Is simple, clear and appropriate for the user?

· Active voice is consistently used (the doer of the subject comes first in the sentence)?

· Sentences are short and concise?

· Acronyms used are defined at the first use, or are listed in one place as an appendix or in the front of the Job Aid?

· Negative words are highlighted?
	
	
	
	
	

	Format of Job Aids

	14. Text style consistent
	
	
	
	
	

	15. Tells the performer exactly WHEN to do the task/step (behavior)?
	
	
	
	
	

	16. Tells the performer exactly WHAT to do (not “about” the behavior, but what the behavior “IS”)?
	
	
	
	
	

	17. Job Aid is in the correct sequence the steps should be performed.
	
	
	
	
	

	18. Increment “size” of each step is not too large (students can remember the step long enough to DO the behavior).
	
	
	
	
	

	19. Present tense is used for behaviors (steps).
	
	
	
	
	

	20. Format is correct for the task/step (decision table, algorithm for discrimination; cookbook for sequences, etc)?
	
	
	
	
	

	21. Defines "soft" terms (terms open to wide interpretation such as:  few, understand, appreciate, activate, and manage).
	
	
	
	
	

	22. Contains only relevant information to the job performance (omits large amounts of "subject matter," "whys," and "theory," anything could obscure the "when’s" and "what’s").
	
	
	
	
	

	23. "Critical" information is highlighted (use of graphics, type-face, and boxes).
	
	
	
	
	

	24. Information needed to perform the task/step is in the "same" place.
	
	
	
	
	

	25. Sufficient examples/non examples are provided.
	
	
	
	
	

	General comments about overall quality/review of Job Aids.
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