
	NABCB Team Leader/Assessors Performance Evaluation Report (On-site Assessment)

	Name of Team Leader/Assessor under evaluation:                                               Date of Evaluation:

	Name of the Evaluator:

	Name of Certification/inspection body:

	Type of Assessment/scheme/Standards with version: 

	Process
	Characteristic in terms of Knowledge and skills required
	Satisfactory/ Non-Satisfactory
S / NS 
	Observations and Comments

	For Team Leader

	Planning
	Preparing Assessment plans and Assigning roles and responsibilities for the assessment team
	
	

	
	Conducting pre-assessment meetings
	
	

	






Opening Meeting
	Conducting opening meetings
Confirming assessment plans
	
	

	
	Presenting the assessment team/CAB personnel
	
	

	
	Confirming the scope of accreditation and Objective
	
	

	
	Establishing the official channels of communication
	
	

	
	Explaining that the assessment is a sampling process (not everything was reviewed)
	
	

	
	Identifying criteria that will be used for the assessment
	
	

	
	Presenting an explanation of the assessment methodology and clarify any queries
	
	

	
	Confirm resources and facilities
	
	

	
	When to ask for escorts (safety issues, etc.)
	
	

	







Review Meeting
	Adapting assessment plans based on circumstances
	
	

	
	Identifying technical areas and when additional expertise is needed
	
	

	
	
	
	

	
	Judging the effectiveness of corrective actions (when required)
	
	

	
	Analyzing assessment findings (including identifying and reviewing findings)
	
	

	
	Managing and solving conflicts in the team
	
	

	
	Achieving consensus of the team on findings
	
	

	
	Grading findings (if required)
	
	

	
	Obtaining written acknowledgement of the NC
	
	

	
	How to determine if an assessment should be aborted
	
	

	
	Confirming completion of the assessment plan
Confirming the methods of reporting
	
	

	
	Confirming the objectives of the assessment were met
	
	

	
	Describing the final assessment conclusions
	
	

	
	Determining if requirements have been met

	
	

	

Closing meeting
	Confirming the methods of reporting
	
	

	
	Explaining the next steps (appeal procedures, post-assessment processes, final decision schedule/timeline, potential follow-up assessments, etc.)
	
	

	
	Presenting and reviewing findings (NCs and/or OFIs)
	
	

	
	Techniques for providing positive feedback
	
	

	
	Conducting closing meetings
	
	

	Reporting Activities
	Evaluating assessment team members
	
	

	
	Demonstrating knowledge of personnel evaluation methods
	
	

	
	Creating a report on the performance (and conformance) of the CAB with reference to the accreditation criteria
	
	

	
	Reporting conclusions and recommendations of the assessment that reflect the overall assessment and report content
	
	

	
	Preparing report
	
	

	For Assessors
	
	
	

	


Skills and techniques of Assessments
	Assessing management systems and controls
	
	

	
	Assessing technical requirements
	
	

	
	Assessing the CAB against accreditation requirements
	
	

	
	Communicating preliminary findings to CAB
	
	

	
	Competence in coaching the trainee assessor
	
	

	
	Conducting interviews
	
	

	
	Risk based assessment principles, if applicable
	
	

	
	General regulatory requirements, as applicable
	
	

	
	Note down document objective evidence gathered
	
	

	
	Note down working papers, notes and completing checklists
	
	

	
	Extending sampling in case of NC
	
	

	
	How to confirm confidentiality of the process
	
	

	
	Observing CAB processes
	
	

	
	Prepare reports
	
	

	
	Reviewing the CAB files and records
	
	

	
	Sampling CAB processes and records (protocols and AB criteria)
	
	

	
	Producing a clear and concise report that reflects the assessment and the findings
	
	

	Attitude
	Relationship with the team
	
	

	
	Relationship with the auditee CB
	
	

	
	Full attention in spite of distraction
	
	

	
	Ethical
	
	

	
	Capacity to lead the team, if applicable
	
	

	Remarks of Evaluation:



	

Date:
	

Evaluator:
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