Guidelines for Performing Assessments

A. Assessment Process

· A checklist can be used to:

1. Ensure depth and continuity of assessment.

2. Provide documentation of assessment results (findings) including substantiating details as objective evidence.  These details are not necessarily included in the assessment report.

3. Provide documentation of recommendations, observations, etc.

· Seek objective evidence to determine compliance with applicable requirements.

· Selected elements of the program should be assessed to the depth necessary to determine whether or not they are being implemented effectively.

· Conditions requiring immediate corrective action should be reported to management immediately.

· Specific attention should be given to corrective action on findings identified during previous assessments.

B. Assessment Techniques

Assessment techniques include document review, interview, observation, and inspection.  An effective assessment includes the use of a combination of techniques in order to maximize assessment time and resources.

· Interviewing provides the assessor with the opportunity to substantiate the results of observation, document review, and inspection.  In addition, it allows the responsible person to elaborate and clarify those results.  The interview helps to eliminate misunderstandings about program implementation and provides a dialogue between the assessor and the assessee.  It provides the assessee with an opportunity to explain apparent conflicts or recent changes and to describe the organization and program expectations.

· Document Review is used extensively during an assessment to substantiate the results of interviews and observation.  Usually during the course of an assessment, questions are raised concerning what is heard and seen.  The review of documents provides a method for answering these questions and validating the assessment results.  This technique needs to be combined with interviewing, observation, and/or inspection to provide a complete picture of performance.  Records and documents must be selected carefully in order to assure that they impact the program, system, or process being assessed.

· Observation involves the actual viewing of work activities.  This technique is often considered the most effective technique for determining whether performance is adequate.   An assessor should understand the effect their presence has on the person being observed.  To properly observe work performance, the assessor must portray a mindset and attitude that is helpful, constructive, contributing, positive, and unbiased.  The primary goal during observation is to get as complete a picture as possible of the performance.

· Inspection is performed to verify the adequacy and condition of physical facilities and equipment/systems.  Usually it is done to substantiate other items identified during the assessment, such as equipment labeling, configuration control, adequacy of construction, or proper material storage.  Inspection may also be performed to gain information and data in preparation for interviews and/or work observation. It is always a good practice to be accompanied by someone familiar with the facility.
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