QUALITY IMPROVEMENT CHECKLIST:

MONITORING MANAGER’S TOOL
Name of the Person Using this List:____________________________________

Name of the Person Evaluated: _______________________________________

Community: ___________________________    Date: ____________________

Number of YES: __ Number of lines: __ Present Grade: ___% Previous Grade: ___%

YES   NO

Did the Evaluator

1.
Explain to the person evaluated the purpose of the quality 


verification list (to improve and measure the quality of his/her work)? 
(     (
2.   Tell the person evaluated not to fear, that this is not a test, but 


rather something to help him/her improve? 
(     (
3.   Advised the person being evaluated not to say anything to the 


Evaluator during the evaluation of the process? 
(     (
During the Evaluation of the Process

4. Did the Evaluator avoid making comments to the person evaluated 


during the evaluation of the process? 
(     (
5. Did the Evaluator mark all the questions (yes or no) during the 


evaluation of the process? 
(     (
6.  Mark all the questions on the list correctly?
(     (
                   1    2    3    4    5    6    7    8    9    10

       All Incorrectly                              All Correctly

Feedback

7.  Did the Evaluator give the feedback in a private place? 
(     (
6. Did the Evaluator ask the person evaluated to take notes on his/her

     comments? 
(     (
9.  Did the Evaluator discuss each positive point on the form? 
(     (
10. Did the Evaluator encourage the person evaluated with respect to 

the things he/she did correctly? 
(     (
11. Did the Evaluator use positive "body language" when providing 


positive feedback to the person? 
(     (
12. Did the Evaluator use many encouraging words (e.g., excellent, very

       good) when providing positive feedback to the person? 
(     (
13. Did the Evaluator avoid the use of too many mixed comments (e.g., "this

       was excellent, but you have to …") when providing feedback? 
(     (
14. Did the Evaluator always respond to the comments from the person evaluated in a courteous and diplomatic manner all the time?
(     (
15. Did the Evaluator mention the area(s) where the performance of the 

person evaluated was better than the majority of other people? 
(     (
16. Did the Evaluator discuss each negative point on the form? 
(     (
YES   NO

17. Did the Evaluator often ask the person evaluated to discuss the 

negative points in his/her performance self-evaluation before

       providing an opinion? 
(     (
18. Did the Evaluator use several examples to explain the correct manner 

of performing the parts of the process that were done incorrectly? 
(     (
19. Did the Evaluator maintain control of the evaluation process in an appropriate manner? 
(     (
20. Did the Evaluator assist the person evaluated find solutions to the

       problems s/he has (e.g., in the community) where possible? 
(     (
21. Did the Evaluator keep the attention of the person evaluated? 
(     (
22. Were the suggestions of the Evaluator correct? 
(     (
                     1    2    3    4    5    6    7    8    9    10

       All Incorrect                                            All Correct

23. Were the suggestions of the Evaluator appropriate for the context

       of the person evaluated? 
(     (
                     1    2    3    4    5    6    7    8    9    10

       Not appropriate                              100% Appropriate

24. Were the suggestions of the Evaluator complete? 
(     (
                     1    2    3    4    5    6    7    8    9    10

       Not appropriate                              100% Appropriate

25. Were the suggestions of the Evaluator very specific? 
(     (
                     1    2    3    4    5    6    7    8    9    10

       Not specific                                           Very specific

At the End of the Evaluation

26. Did the Evaluator ask the person evaluated to give a summary of the

       things that should be improved? 
(     (
27. Did the Evaluator complete this list if the person evaluated could not

       remember all the things that needed improvement? 
(     (
28. Did the Evaluator ask the person evaluated to indicate his/her

       commitment to improve these things? 
(     (
30.  Did the Evaluator ask the person evaluated to give a summary of the

       positive things that s/he did? 
(     (
31.  Did the Evaluator complete this list if the person evaluated could not

       remember all the things he/she did that were positive? 
(     (
32.  GENERAL EVALUATION OF THE EVALUATOR’S PERFORMANCE

                      1   2   3   4   5   6   7   8   9   10

                 POOR                              EXCELLENT

WRITE YOUR COMMENTS BELOW

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

