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	i-NAF EVALUATION FORM FOR PEER EVALUATOR’S PERFORMANCE



	i-NAF

EVALUATION FORM FOR PEER EVALUATOR’S PERFORMANCE



	NAME OF EVALUATEE:

	

	NAME OF THE SUPERVISOR WHO PERFORMED THIS EVALUATION:

	

	STATUS OF THE EVALUATEE:
(Please tick which applies)


	 Trainee PE
	 Team Member
	 Trainee Team Leader


	NAME OF NATURAL ACCREDITATION BODY(NAB):


	

	PERIOD OF THE PE(PEER EVALUATOR) 


	FROM:

TO:


	NO
	ITEMS
	A Means: “Acceptable”
I Means: “Needs improvement”
N Means:
“Not observed”
A / I / N*
	COMMENTS

	1
	PLAN AND MANAGE PE
	
	

	1.1
	The Team Leader needs to demonstrate ability to plan and organize the evaluation:

Prior to the on-site evaluation, the documentation, including relevant management system documents and previous peer evaluation reports, when applicable, was reviewed 
	
	

	1.2
	The plan describes:

1.2.1 Objectives

1.2.2 Assessment criteria and reference documents (including i-NAF MLA Policies and Procedures)

1.2.3 Scope, dates and places evaluated.

1.2.4 Roles and responsibilities of team members. 

1.2.5 Working and reporting language.
	
	


	NO
	ITEMS
	A / I / N*
	COMMENTS

	1.3
	Plan was reviewed and accepted by the evaluatee before the on site visit.
	
	


	1.4
	During the evaluation, the team leader manages the group’s activities and keeps constant reviews to ensure the achievement of objectives.
	
	

	2
	OPENING MEETING 
	
	

	2.1
	Introduces self and group, describing their functions in a general manner. 
	
	

	2.2
	Informs about matters related with confidentiality.
	
	

	2.3
	Confirms evaluation plan, activities, and date. If applicable, establishes changes in plan
	
	

	2.4
	Confirms the objectives, scope, requirements and criteria of the evaluation
	
	

	2.5
	Presents and agrees on work methodology, procedures, sample and limitations of sampling, and collecting evidence method.
	
	

	2.6
	Verifies the resources, confirmation of safety conditions and access to facilities.
	
	

	2.7
	Invites the evaluatee to seek clarification, and provides clarification
	
	

	2.8
	Informs about the right of the evaluatee to make appeals, and complaints or seek clarifications and how to present them (Can also be done in the closing meeting)
	
	

	NO
	ITEMS
	A / I / N*
	COMMENTS

	3
	COLLECTING AND VERIFYING INFORMATION
	
	

	3.1
	Ability to obtain and assess objective evidence.
	
	

	3.2
	Appropriate sampling methodology 
	
	

	3.3
	The analysis and classification of the evaluation findings were made accordingly to the agreed methodology.
	
	

	3.4
	Ability to report the findings of the evaluation.
	
	

	3.5
	Ability to understand and apply i-NAF MLA Policies and Procedures 
	
	

	3.6
	Ability to perform the PE process in a timely manner and without deviating due to distractions. 
	
	

	4
	BEHAVIOUR
	
	

	4.1
	Ethical

Establishes and maintains an objective, impartial and ethical behavior, and professional attitude both personally and in the group
	
	.

	4.2
	Open mindedness
Willingness to consider alternate ideas or views. To react with sensitivity to the conventions and culture of the country or region in which the PE is performed
	
	

	NO
	ITEMS
	A / I / N*
	COMMENTS

	4.3
	Diplomatic

Tactful in dealing with people and effectively handles stressful situations.
	
	

	4.4

	Observant

Constantly aware of physical surrounding and activities (visual and listening ability). To evaluate constantly the effects on the PE process.
	
	

	4.5

	Able to understand and adapt to different situations. Know where to look and when to ask. 
	
	

	4.6
	Tenacity
Persistent, focused, oriented towards objectives. Does not change the subject until exhausting the point
	
	

	4.7
	Decisiveness
Firm, able to make objective decisions base on analyzed information.
	
	

	4.8

	Self-reliance

Acts and functions independently
	
	

	4.9
	Communications

Able to clearly express in speech and writing, maintain communication with the evaluate in an efficient manner

	
	

	NO
	ITEMS
	A / I / N*
	COMMENTS

	5 
	CLOSING MEETING
	
	

	5.1
	Prior to the closing meeting, the evaluation findings were reviewed with the team to provide supporting objective evidence 

	
	

	5.2 
	Prior to the closing meeting, prepare in consultation with the team members, an objective summary report and conclusion of the PE.

	
	

	5.3 
	i-NAF P&P were included in the summary report.


	
	

	5.4
	Meeting takes place in a polite manner
	
	

	5.5
	The findings and recommendations were communicated effectively

	
	

	5.6
	Procedures for reporting and closure of nonconformities, if applicable, are communicated

	
	

	5.7
	Strengths and opportunities for improvements, if applicable, are communicated   

	
	


NOTE:  In case of an evaluation of a new Team Leader, all of above should be completed. 

	RATING
	SUMMARY

	ACCEPTABLE
	 

	NEEDS IMPROVEMENT
	

	NOT OBSERVED
	


	RECOMMENDATION:



	


In case of an evaluation of new Team Leader the report is signed by an experienced Team Leader (**) and is signed by new Team Leader (*).

	NAME AND SIGNATURE OF EXPERIENCED TEAM LEADER / TEAM LEADER/ (**)

	
	DATE : 

	NAME AND SIGNATURE OF THE NEW TEAM LEADER / MEMBER (*)

	
	DATE :
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