SOP, Vol. 5: Resident Instruction

	WS-V.1.D
	CAP Checklist – Instructor Guides

	Course
	

	School
	
	Date
	

	Evaluator
	

	OVERALL ASSESSMENT 

	List each Instructor Guide 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

	Unit 
	Lesson
	Meets Standard
	Needs Improvement
	Missing

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	WS-V.1.D
	CAP Checklist – Instructor Guides

	Course
	

	School
	
	Date
	

	Evaluator
	

	Criteria
	Meets Standard
	Needs Improvement
	Missing
	Not Applicable
	Notes

	Overall Structure

	1. Cover Page:
· Identifies the Course Title
· Rate/School Logo is used

· Version Date
	
	
	
	
	

	2. IG is developed using the IG Template
	
	
	
	
	

	3. No matter the format, IG contains the same basic elements that are outlined in SOP Vol 5: Resident Instruction, including:

· Cover Page

· About this Course, including:

· Source

· Instructional Settings

· Class Size

· Location

· Course Length

· Security Classification

· Table of Contents

· Course Overview, including:

· Course Contents (units)

· Performance Evaluations

· Safety

· Situational Awareness

· Course Map

· Unit Overview (outlining lessons within that unit, and unit map)
· Lesson(s)
	
	
	
	
	

	4. Within the IG, a lesson plan is created for each Terminal Performance Objective (TPO), or logically grouped TPO’s?
	
	
	
	
	

	5. Time breakdown (of some format) is used to show the time allotted for each instructional activity within the lessons.
	
	
	
	
	

	6. Terminal Performance Objectives match the Curriculum Outline and references the applicable RPQ’s?
	
	
	
	
	

	7. IG is well-organized and presents the information in a logical sequence and a predetermined order of contents.
	
	
	
	
	

	8. PowerPoint (PP): There is reference to the name of the presentation (if any) used to supplement delivery of the lesson. 
	
	
	
	
	

	9. Content and “talking points” made in the PP notes pages are NOT duplicated in IG.
	
	
	
	
	

	10. The lesson plan is developed as a “job aid” on how to facilitate the learning and administer the PT.
	
	
	
	
	

	11. Provides detailed guidance to the instructor on how to most efficiently deliver information to students which results in effective transfer of skills and knowledge
	
	
	
	
	

	12. Cues provided to the instructor on when and how to use instructional materials, training aids, job aids, special tactics and PT?
	
	
	
	
	

	13. IG is written insufficient detail so that the new instructor will be able to follow it as easy as an experienced instructor so as to not omit key points?
	
	
	
	
	

	“Lesson Plan”

	14. Each lesson plan (LP) is based on the course design blueprint or course map produced during the Design phase. 
	
	
	
	
	

	15. LP provides the specific direction to the instructor on how to guide instruction on each particular terminal performance objective.
	
	
	
	
	

	16. Each performance-based lesson consist of the following components:

· Introduction
· Content Delivery (or presentation)

· Demonstration (or examples)

· Practice activities and feedback

· Assessment
· Summary and Review
· Any supporting materials (answer keys, homework, etc)
	
	
	
	
	

	17. Text:  

· Supports the accomplishment of the TPO and EO as listed under Performance Objectives?

· Text is arranged in an order that leads the student systematically and logically to intended conclusion? (following 9-events)

· Text is brief and to the point?  Contains current and essential information?
	
	
	
	
	

	18. IG is NOT an exact replication of the student guide, textbooks, or technical manuals that the students are using in class.
	
	
	
	
	

	19. The demonstration in each lesson plan matches the task analysis?  
	
	
	
	
	

	20. The demonstration clearly shows or tells the student the stimulus for each response?
	
	
	
	
	

	21. (Practice): The lesson gives the student an opportunity to apply the skills and knowledge immediately following the demonstration?  
	
	
	
	
	

	22. Each lesson includes the complete clear direction to the instructor on how to execute each role play, exercise, or practice and what success looks like?
	
	
	
	
	

	23. The lesson plan provides an example of the output of the task (performance) with reference to each criterion of quality (what success looks like)?
	
	
	
	
	

	24. Level of simulation in each activity or final practice matches the level of simulation on the related PT?
	
	
	
	
	

	25. (Feedback): Guidance is given to instructor on facilitating feedback sessions and specific areas for improvement?
	
	
	
	
	

	26. (PT): Includes the complete clear direction to the instructor on how to schedule, administer, and grade each PT and what success looks like?
	
	
	
	
	

	27. The lesson provides an opportunity for review and to restate/paraphrase the enabling objectives with students to enhance retention of the objectives in the lesson?
	
	
	
	
	

	28. Assignments: If applicable, in class or after hour assignments are addressed?
	
	
	
	
	

	General comments about overall quality/review of Instructor Guides.
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