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North Carolina Child Passenger Safety Resource Center




Course Assistant Name: _____________________________
Course ID: ___________________

NC CPS Training Program - Technician Course Assistant Evaluation Worksheet
Course Assistant Name and Cert. ID:  

Course ID: ___________________
Lead Instructor Name and Cert. ID: 

Mentor Instructor Name(s) and Cert. ID(s): 

	The Technician Course Assistant named above:

 FORMCHECKBOX 

Has satisfactorily* completed the minimum North Carolina Technician Course Assistant evaluation requirements for serving as an Instructor Candidate in a North Carolina sponsored National Standardized Child Passenger Safety Training Program class.
 FORMCHECKBOX 

Has not satisfactorily completed the minimum North Carolina Technician Course Assistant evaluation requirements for serving as an Instructor Candidate in a North Carolina sponsored National Standardized Child Passenger Safety Training Program class.


Final Evaluation Score: Acceptable: _______ out of 20 
Unacceptable: ______ out of 20
Mentoring Instructor(s):

Print Name: ________________________________________ Cert. ID: 


Signature: _________________________________________  Date:  


Print Name: ________________________________________ Cert. ID: 


Signature: _________________________________________  Date:  


*The Technician Course Assistant must obtain at least 18 “Acceptable” ratings in order to meet the minimum NC requirements for serving as an Instructor Candidate in a North Carolina sponsored CPS Certification class.

Overall Final Recommendations: (attach additional pages if necessary) 


The completed Technician Course Assistant  Worksheets should be submitted to: 
NC Child Passenger Safety Resource Center, UNC Highway Safety Research Center, 730 ML King Blvd., Suite 300, CB# 3430, Chapel Hill, NC 27599.
Daily Review and Feedback

Daily review and feedback is essential to the instructor candidacy process. This includes participating in a certification class as a course assistant.  In the table below, list the duties assigned to the course assistant and exercises he/she participated in each day of the course.

	Date
	Topic/Exercise/Activity Assisted With

	
	

	
	

	
	

	
	

	
	


At the end of each day, the mentor(s) and Course Assistant will review their day using the following evaluation worksheets*:

· Technical and Hands-On Skills

· Interpersonal Skills

Use the table on the following page to record the daily comments/recommendations that were reviewed.  On the last day of the course, a final, comprehensive review occurs, at which time the candidate’s final score for each grid is discussed.

* The “Instructor Skills” worksheet from the “Instructor Candidate Worksheet & Evaluation” form is included at the end of this document to provide the Course Assistant with information on the additional skills that will be evaluated if he/she decides to continue pursuing Instructor Candidacy.

Daily Review and Feedback

In the table below, record the daily comments/recommendations that were reviewed with the Course Assistant.  Use additional sheets as necessary.  Both the Course Assistant (CA) and mentor should initial that these items were discussed.

	Day 1

	Comments/Recommendations:



	** I have read and discussed the above comments and concerns.

	CA:
	Date: 
	Mentor: 
	Date:

	Day 2

	Comments/Recommendations:



	** I have read and discussed the above comments and concerns.

	CA:
	Date: 
	Mentor: 
	Date:

	Day 3

	Comments/Recommendations:



	** I have read and discussed the above comments and concerns.

	CA:
	Date: 
	Mentor: 
	Date:

	Day 4

	Comments/Recommendations:



	** I have read and discussed the above comments and concerns.

	CA:
	Date: 
	Mentor: 
	Date:

	Day 5

	Comments/Recommendations:



	** I have read and discussed the above comments and concerns.

	CA:
	Date: 
	Mentor: 
	Date:


Evaluation Worksheets
Using the grids below, evaluate the candidate’s skills for the following categories.  Final scores must be either “acceptable” or “unacceptable.”
	TECHNICAL and HANDS-ON SKILLS

	E = Excellent
	C = Conditionally Acceptable
	NA = Not Applicable

	A = Acceptable
	U = Unacceptable
	

	Skill
	Daily Rating
	Final
Rating

	
	1
	2
	3
	4
	5
	

	1.
	Knowledgeable about a variety of child restraints - both older and newer models
	
	
	
	
	
	

	2.
	Knowledgeable about the latest products on the market (child restraints, after-market products, etc.)
	
	
	
	
	
	

	3.
	Demonstrated knowledge of vehicle occupant protection systems (retractors, latchplates, airbags)
	
	
	
	
	
	

	4.
	Demonstrated knowledge of dynamics of occupant protection
	
	
	
	
	
	

	5.
	Able to recognize child safety seat/vehicle incompatibilities and effectively communicate correct action
	
	
	
	
	
	

	6.
	Kept within the curriculum guidelines while assisting students (teaching/assistance was consistent with standardized curriculum)
	
	
	
	
	
	

	7.
	Capable of answering questions outside of the curriculum while maintaining the original “spirit” of the standardized curriculum
	
	
	
	
	
	

	8.
	Able to clearly explain and demonstrate correct installation techniques
	
	
	
	
	
	

	9.
	Knowledgeable about and demonstrated use of resources such as manufacturer instructions, LATCH manual and recall lists.
	
	
	
	
	
	

	10.
	Able to say “I don’t know” if necessary
	
	
	
	
	
	

	Daily Review
	Reviewed at the end of the day– mentor’s initials
	
	
	
	
	
	

	
	Reviewed at the end of the day– Tech’s initials
	
	
	
	
	
	


Comments/Recommendations:  Use daily review and feedback section. 

Final Score: Excellent or Acceptable: ___ out of 10
Unacceptable: ___ out of 10
	FINAL FEEDBACK SESSION – Technical and Hands-on Skills

I have read and discussed above comments and concerns with mentoring instructor(s).

Course Assistant Signature: ________________________________
Date: _______________

Mentor Signature(s):  ______________________________________
Date: _______________


Evaluation Worksheets

	INTERPERSONAL and TEAM SKILLS

	E = Excellent
	C = Conditionally Acceptable
	NA = Not Applicable

	A = Acceptable
	U = Unacceptable
	

	Skill
	Daily Rating
	Final
Rating

	
	1
	2
	3
	4
	5
	

	1.
	Was on time for all class start times
	
	
	
	
	
	

	2.
	Helped set up or take down props/equipment
	
	
	
	
	
	

	3.
	Took the initiative to take on tasks, or offer to do so, without being asked
	
	
	
	
	
	

	4.
	Is able to use “layperson” terms and anecdotes when explaining complicated issues or concepts
	
	
	
	
	
	

	5.
	Provided constructive feedback when responding to students’ errors or misunderstandings
	
	
	
	
	
	

	6.
	Showed high degree of patience and understanding when dealing with “difficult” parents/students during checkup and /or classroom interactions
	
	
	
	
	
	

	7.
	Showed positive attitude when interacting with members of the Instructor team and students
	
	
	
	
	
	

	8.
	Responded well to constructive criticism from members of the Instructor team
	
	
	
	
	
	

	9.
	Provided constructive feedback to other members of the Instructor team
	
	
	
	
	
	

	10.
	Showed respect for fellow instructors during their presentation times
	
	
	
	
	
	

	Daily Review
	Reviewed at the end of the day– mentor’s initials
	
	
	
	
	
	

	
	Reviewed at the end of the day– Tech’s initials
	
	
	
	
	
	


Comments/Recommendations:  Use daily review and feedback section. 

Final Score: Excellent or Acceptable: ___ out of 10
Unacceptable: ___ out of 10 
	FINAL FEEDBACK SESSION – Interpersonal Skills

I have read and discussed above comments and concerns with mentoring instructor(s).

Course Assistant Signature: ________________________________
Date: _______________

Mentor Signature(s):  ______________________________________
Date: _______________


All parties should keep a copy of this evaluation for their own records.

The Lead Instructor should keep a copy of this evaluation with other course materials.

FOR YOUR INFORMATION ONLY
Instructor Candidate Instructor Skills Evaluation Categories
Following below are the categories of instructor skills that will be evaluated by Instructor Mentors during the actual Instructor Candidacy class.  The final evaluation of the candidate’s instructional skills are scored using either “acceptable” or “unacceptable” ratings. Note also that the instructor candidate’s technical and interpersonal skills will again be evaluated during the candidacy class. 
An instructor candidate must obtain at least 27 “Acceptable” ratings out of 30 total categories (15 instructor skills, 9 technical and hands-on skills, and 6 interpersonal skills) in order to meet the minimum requirements for Instructor certification.  The “INSTRUCTOR SKILLS” categories are not evaluated during the Course Assistant class(es) since the CPS Technician Assistant does not lecture, grade or sign off skills tests.
	INSTRUCTOR SKILLS

	A = Acceptable
	C = Conditionally Acceptable
	U = Unacceptable
	NA = Not Applicable

	Skill
	Daily
	Final

	
	1
	2
	3
	4
	5
	(A / U)

	1.
	Accurately presented assigned topic(s)
	
	
	
	
	
	

	2.
	Maintained control of classroom
	
	
	
	
	
	

	3.
	Effective use of teaching aids: AV equipment, 

Dial-A-Belt, child safety seats, retractor samples, etc.
	
	
	
	
	
	

	4.
	Knew curriculum content – did not “read” it
	
	
	
	
	
	

	5.
	Maintained eye contact with students
	
	
	
	
	
	

	6.
	Presented concepts in an easy-to-understand manner
	
	
	
	
	
	

	7.
	Maintained time frame while allowing time for questions
	
	
	
	
	
	

	8.
	Provided constructive feedback to students
	
	
	
	
	
	

	9.
	Able to correct misinformation and errors
	
	
	
	
	
	

	10.
	Ensured opportunities for all students to participate
	
	
	
	
	
	

	11.
	Responded well to specific learning needs of students
	
	
	
	
	
	

	12.
	Motivated students and communicated enthusiasm for subject matter
	
	
	
	
	
	

	13.
	Utilized effective techniques to ensure and encourage student participation
	
	
	
	
	
	

	14.
	Used strong/positive tone of voice
	
	
	
	
	
	

	15.
	Showed good listening skills
	
	
	
	
	
	

	Daily Review
	Reviewed at the end of the day – mentor(s) initials
	
	
	
	
	
	

	
	Reviewed at the end of each day  – IC initials
	
	
	
	
	
	


NOTE: The complete “National Standardized Child Passenger Safety Training Program Instructor Candidate Worksheet & Evaluation” form and instructions can be found on the Safe Kids Worldwide CPS Certification website under Resources > Forms > Instructor Candidacy.
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