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APPENDIX C-1
EVALUATION PLAN

Method of instruction:  Conference/ Demonstration.

Instructor to Participant ratio:  no less than 1:8, no greater than 1:16.

Time of instruction:  45 minutes:  5 minutes administration, 40 minutes exercise time.

Media used:  Small Group Instruction/ facilitation.

Note:  Examination Plan for Periodic Developmental Counseling is maintained in the Lesson Training Vault or at the Branch Chief’s designated site.  

	Task:  Performing Periodic Developmental Counseling.

Conditions:  Given in a classroom environment, a Participant’s Guide, Practical Exercises 1 & 2 (in Participant’s guide), FM 22-100, Aug 99, Developmental Counseling Form/Checklist, Academy LOI reference- Developmental counseling SOP, examples of formal and informal observations, student performances and behaviors; the participant will:

Standards:  Evaluate and provide specific feedback to improve student’s performances and/or behaviors by filling out the proper documentation, referencing and verbalizing recommendations to observations, and formulating corresponding comments for the DA Form 1059 and EEOC.  Complete all given tasks within forty minutes without errors. (10 minutes written, 30 minutes demonstration).

Evaluation Criteria:  There will be no pretest given for this task.  This will be tested as Hands on Performance by NCOIC or Branch Chief as a tool to aid in the SGL qualifications.  

You must correctly fill out the proper forms and be able to explain your cited recommendations to receive a First-time GO.

You will be given feedback, peer instruction, and retraining on any subjects that you do not perform correctly and be retested


Practical Exercise One:  The participants will complete a written knowledge exercise to recall information discussed in the training module.  This will enable further application of knowledge for the Examination.
Practical Exercise Two:  The participants will complete a written knowledge exercise to recall information that will be used within a scenario given as a performance exercise based on the answers given to the knowledge exercise.  The situational based performance exercise will enable the participant to put recalled knowledge into application by filling out the proper forms and annotating observations and recommendations within the Developmental Action Plan (DAP).  The participant will have to justify or give reasons to their comments of the written portion and demonstrate their performance.

Examination:  If applicable, the participants will complete a written knowledge exercise and use the answers to apply to a performance exercise by annotating observations and recommendations within the Developmental Action Plan.  They also will be prepared to justify or give reason to their comments.

a. The written section of the exam will consist of various questions that the participant will answer concerning enabling learning objectives of the instruction.  The participant will not have any reference material during this section of the examination.  The participants will have 10 minutes to complete this section.

b. The demonstration will have three to five scenarios and situations that allow an observation to be made and annotated on the proper form.  The Participant will explain, using the scenarios as reference, the quantitative and qualitative data depicted in the scenario on their counseling form.  The participants will have 30 minutes to complete this section.

c. The participant will be graded on performances of both written and Demonstrations as 100 percent.  If the participant annotates an observation poorly and/or fails to demonstrate correctly, he will receive a NOGO.

Facilities:  

a.  One classroom per 16 participants during written and performance sections of the examination.

Resources:

a. Desk, Flat Top, Double Pedestal, 1 per Participant.

b. Chair Rotary, W/Arms, 1 per Participant.

c. Stand TV W/3 Shelves, coaster wheels, 1 per group (16 Participants).

d. * PC, Gateway, E4200-550, Pentium III, 1 per group (16 Participants).

e. * Monitor, Gateway, EV700, 1 per group (16 Participants).

f. * Printer, Desk Jet, Hewlett Packard, HP10C, 1 per group (16 Participants).

g. * Receiver/Monitor Color TV, 1 per group (16 Participants).

h. Board, Mark Wipe 48” X 36”, 1 per group (16 Participants).

i. Projector overhead, 1 per group (16 Participants).

j. Screen viewing, 1 per group (16 Participants).

NOTE: If the above equipment marked by an (*) is not available,

          substitute with the equipment listed i. and j. above.
APPENDIX C-2
TEST ADMINISTRATIVE GUIDE

Test material / Test Administration Guide (TAG):

a. Examination will be similar to Practical Exercise.  The participant will be presented with a situation with denoted sections that the participant will answer during the written section of the exam.  He will then take his answers to the written section and use them as reference in the demonstration section of the exam.  

b. The written section of the exam will consist of various questions that the participant will answer as a Small Group Leader as depicted in the scenario.  The participant will not have any reference material during this section of the examination.  The participants will have 10 minutes to complete this section.

c. The demonstration will have three to five scenarios and situations that allow an observation to be made and annotated on the proper form.  The Participant will explain, using the scenarios as reference, the quantitative and qualitative data depicted in the scenario on their counseling form.  The participants will have 30 minutes to complete this section.

d. The participant will be graded on performances of both written and Demonstrations as 100 percent.  If the participant annotates an observation poorly and/or fails to demonstrate correctly, he will receive a NOGO.
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Perform Periodic Developmental Counseling

Developmental Action Plan

Criterion Scoring CHECKLIST 

 

	Participant:_____________________________      Overall Evaluation: GO___ NO GO____
Evaluator:___________________________ Date: _________
Criteria for Passing: All steps must be rated GO by the _______ attempt.



	1st Attempt 

           GO___NO GO____                
	2nd Attempt

GO___NO GO____
	3rd Attempt

GO___NO GO____

	Did the Participant?            


	1st
GO___ NO GO ___
	2nd
GO___ NO GO ___
	3rd
GO___ NO GO ___

	1. Make observation or evaluation based on soldier’s performance or behavior. 

	 _____     _______
	 _____     _______
	 _____     _______

	2. Issue recommendation for development of performance or behavior observed using FM 22-100, app. B for reference


	_____     _______
	_____     _______
	_____     _______

	3. Properly fill out Developmental Counseling Forms

	_____     _______
	_____     _______
	_____     _______

	     a.  Fill out heading and cover sheet IAW specific Competencies that have been evaluated.


	_____     _______
	_____     _______
	_____     _______

	     b.  Reasoned and specific recommendations on performances or behaviors. 


	_____     _______
	_____     _______
	_____     _______

	5.  Completed within 40 minutes

a. Written portion of exam (10-minutes).

b. Hands on performance (30-minutes).


	_____     _______

_____     _______
	_____     _______

_____     _______
	_____     _______

_____     _______

	Evaluator Comments:

Participant's Initials:______             Evaluator's Initials: ______


	
	
	


1.  ADMINISTRATIVE PROCEDURES:  

*  1 Participant per evaluator.

*  As many Participants can be tested simultaneously as resources allow.

*  Participants will be given one attempt to receive a GO.

*  The second test will be given at a similar test site after the Division Chief has counseled the Participant on his shortcomings or designated representative, retrained for a minimum of two hours by an instructor and peer instructor.  If the Participant fails the second attempt, the Commandant will counsel him.  The Commandant will review the Participant’s past performance and achievements and make the decision to give him a third test or dismiss the Participant under provisions of TRADOC Reg 351-10, for academic reasons.

*  Concurrent training is not authorized while Participants are being administered the examination, however it is strongly encouraged that the Participants be afforded the opportunity to study while they wait to be examined.

*  The OIC responsibilities are to ensure that procedures for this examination are IAW TRADOC Reg 351-10 and local SOP’s regarding the drawing, storing, and administering of test material.  He will ensure that all procedures are done IAW local policy and publish a memorandum for record to the Chief Instructor on any deficiencies noted during the test administration.

*  The NCOIC responsibilities are to assist the OIC and ensure that procedures are followed in the administration of the exam and the evaluation of the Participants test material.  The NCOIC is also responsible for coordinating any resource or training aids that will be needed to set up and run the test site, or test the Participants.

*  If the Participant obtains a first time GO, he will be conducted to an area separate from the Participants that have not yet taken the test.

*  The NCOIC or his designated representative will give the in brief to the entire Participant population that is to be tested.

*  The OIC, NCOIC, or designated test vault custodian will maintain knowledge tests.

*  There will be at least two test versions.  Test version A will be administered to all of the Participants, and Test version B will be used as a second time evaluation.  Test versions can be reversed, but not combined into one administration.

*  The OIC of the test has the overall control over the observer’s checklists.  OIC will issue checklists to the evaluators and maintain an accurate count throughout the administration of the test and the grading procedures.  The OIC, NCOIC is responsible for turning in the correct amount of checklists as drawn from the test vault.  This is done to ensure that test material is not compromised.

*  The Participant’s performance will be recorded.

*  The NCOIC is ultimately responsible for the recording of test scores to ensure accurate entries into the AIMS database.

2.  EVALUATION CRITERIA:  

There will be no pretest given for this task.  This will be tested as Hands on Performance by NCOIC or Branch Chief as a tool to aid in the SGL qualifications.  

You must correctly fill out the proper forms and be able to explain your cited recommendations to receive a First-time GO.

You will be given feedback, peer instruction, and retraining on any subjects that you do not perform correctly and be retested

3.  DIAGRAM OF TEST SITE:

This diagram is a GUIDE and can be adjusted dependent upon number of Participants, amount/ type of equipment required, and constraints of selected site.

4.  LIST OF PERSONNEL, EQUIPMENT AND MATERIALS:

    Per Test Station:

     a.  Personnel.
         1)  1 Evaluator.

         2)  1 Assistant Evaluator.

         3)   Support personnel as needed. 

     b. Equipment    

1. Desk, Flat Top, Double Pedestal (1 per Participant).

2.
Chair Rotary, W/Arms (1 per Participant). 

3. Clock or timing device.

4. Test Administrative Guide (TAG).

5. Observer’s checklist (one per participant being tested).

     c. Material  (per test site)

1.
FM 22-100, Aug 99.

2. Copy of Academy Letter of Instruction (LOI).

3.
Scratch paper.

4. Pencil or pen.

5.  TEST PLANNING TIME PER PARTICIPANT:

a.  Administrative Time: 10minutes
b.  Test Time: 40 minutes  (10 minutes written, 30 minutes demonstration)

c.  Total Time: 50 minutes per Participant/ test site

6.  INSTRUCTIONS TO PARTICIPANT:   

“Let me have your attention.  At this station you will be evaluated on your knowledge and understanding on how to utilize Periodic Developmental Counseling.  This is a Hands on performance exam.  You will have 40 minutes to answer questions and annotate your observations and be prepared to justify or explain your evaluations on all tasks in order to achieve a GO for this/ these tasks.  Do you have any questions?”

(Go to the appropriate version and continue to read situation)

7.  OBSERVER'S CHECKLIST 

The Observer’s checklist will be located along with the TAG, and Examination booklets until they are to be handed out to the evaluators.  Once the evaluator is done grading the Participant the checklists will be returned to the test administrator or NCOIC of the test site and maintained until all tasks are completed and accounted for.  At no time should the observer’s checklist not be in positive control of by either the NCOIC, test administrator, evaluator, or test vault custodian.

8.  SAFETY PRECAUTIONS.

Brief the Participant on any and all fire evacuation criteria to include severe weather conditions.

9.  ADDITIONAL INFORMATION.

Once all the tasks are tested, the NCOIC and OIC will verify any NOGO’s and conduct immediate feedback with the Participants concerning the material tested, ie:  AAR and Formal Counseling.
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PERIODIC DEVELOPMENTAL COUNSELING

WRITTEN EXAMINATION

Use the situation to answer questions 1-4 below.

Situation:  1

SSG John H. Doe is assigned to your platoon and you are his evaluator for developmental counseling.  You have made the following informal observations:

a. 030305-  

*  SSG Doe arrived to class without his assigned homework, references, or materials.

*  SSG Doe was sleeping during class time on several occasions.

*  SSG Doe failed the TACTICS ONE Exam in three areas.
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