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FM 007- IAAC PERFORMANCE LOG FOR TEAM MEMBER
To be completed by the Team Leader

Team member: ____________________________ Employer: ______________________

Name 




IAAC Member

The team member is qualified as (     ) evaluator (     ) trainee lead evaluator (     ) trainee evaluator

Evaluated Body: ____________________________________________________

Dates of Evaluation: ________________Team Leader: ___________________________

      Name

Performance Log issued on: ____________

(Note: This Performance Log shall sent to the MLAC Secretary after completion of the final Evaluation Report. If there is a recommendation for action for the evaluator’s improvement or if the evaluator’s performance is considered unsatisfactory during the on site evaluation the team leader shall provide this Performance Report to the MLAC Secretary soon after the on site evaluation, and then again after completion of the final Evaluation Report.)
I) Evaluation of performance of the team member
Please tick one or more of the following performance categories:

Team member’s performance is:

 FORMCHECKBOX 
 Satisfactory  FORMCHECKBOX 
 Requires actions for improvement  FORMCHECKBOX 
 Not Satisfactory
Please provide comments about the following aspects:

(a) Preparation for the evaluation (contribution for the document review and evaluation planning)

Comments:

(b) Use of appropriate evaluation techniques, appropriate written and spoken communication skills

Comments:

(c) Personal attributes, ability to work in groups, language skills for non-native speakers,

Comments:

(d) Knowledge of IAAC procedures for peer evaluation (MD002 and applicable forms)

Comments:

(e) Knowledge of ISO/IEC 17011 and/or other mandatory requirements for the IAAC MLA
Comments:

(f) Preparation of the Draft Report, including completion of Witness Reports
Comments:

(g) Review of AB’s responses and contribution the response from the team to the AB.

Comments:

(h) Any other comments

II) Recommendation for the team member’s future qualification
(i) If the team member is a trainee evaluator, do you recommend that he/she be qualified as an evaluator? 
 FORMCHECKBOX 
  YES
 FORMCHECKBOX 
 NO / NOT YET (Please, provide information about the improvement required.)
(j) If the team member is an evaluator, do you recommend that he/she be trained to become a trainee lead evaluator? (Please, provide information to support your recommendation.) 

 FORMCHECKBOX 
 YES, 
 FORMCHECKBOX 
 NO / NOT YET 

(k) If the team member is a trainee lead evaluator, do you recommend that he/she may be qualified as a lead evaluator? 
 FORMCHECKBOX 
 YES, the evaluator is ready to be a team leader. (In order to support your recommendation, please provide information on the performance of the team member in tasks  normally done by the team leader (e.g.: planning the evaluation, coordination of document review, supervising trainee evaluators, coordinating evaluation team meetings, coordination of meetings with the AB, evaluation of section 4 of ISO/IEC 17011, preparation of the summary report, support team members in drafting findings, support team members in reviewing corrective actions, drafting final report etc.)

 FORMCHECKBOX 
 NO / NOT YET 

(Please, provide information about the improvement required.)
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