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Planning and Evaluating Critical Incident Collection Form

Instructions: Describe a situation that involved a Supervisory Adjudications Officer developing a plan or
monitoring the progress of aplan. The activities for developing the plan or monitoring the progress of a plan could
be either effective or ineffective. Indicate thejob title and grade level of the Supervisory Adjudications Officer.
Do not report any names, locations, or other information that would allow any person to be identified. Provide
enough detail to allow usto understand the situation completely.

Job Title: GradelLevel:

1. What circumstances|ed to the situation?

2. What occurred during the situation? Be sure to describe the activities used to devel op the plan or monitor the
progress of aplan and whether the activities were effective or ineffective.

3. Inthe process of developing the plan or monitoring progress, what information should the Supervisor Adjudications
Officer have considered?

4. What were the consequences, positive or negative, for theindividual, for other individuals, or for the agency?



Document Response Form

Document Number

Remember to include:
What would you do?
Who would be involved?
Who else needs to know about this issue/problem?
When should action be taken?
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Doc # | Format Content Check if acceptable Check one
Intro | Text Scenario and background information
1 Note Welcometo facility
e-mail Update of past 2 weeksissues
Letter Complaint from Citizen
Phonemsg. Agent in thefield requiresassistance
Etc.
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Document Review Form
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Job Simulation Question Development Wor ksheet

Development [item #] Question Number: Series[ #] - [itm#]

Number:

Documents Used: [doc#'s| Series[ #] - [itm #]

Primary Competency 3 Decision Making Planning and

Measured: _ ___ Evaluating
____Managing Information _ Self-Management

ltem Stem and Alternatives
[Item Stem goes here)

=
IN

A) Firstoption
B) Second option
C) Third option
D) Fourth option.
E) Fifthoption

Explanation

Item Code: [Key Code] Justification for correct answer goes here

Other Response Options: Justification for incorrect answers go here

Reviewer’s Comments Reviewer’s Initials



Item Development Checklist

Thel TEM asawhole should:
v clearly reflect acompetency and subcompetency

v focusonasingle problem
the solution can involve several steps but only one question should be asked
v betotally independent of all other itemsfor its correct answer
v befreeof cultural, gender, or other biases
v beclear and contain simple language

the sentence structure and vocabulary should not present any unnecessary challengeto
comprehension

unnecessary wording and details should be eliminated from both the stem and alternatives

v beprinted entirely on one page

The STEM should:
v beself contained

the candidate should be able to answer the question without the alternatives
ask aquestion that has a definite answer
be clearly worded and free of ambiguity
be free of irrelevant unnecessary detail

be grammatically correct withinitself and initsrelationship to each of the alternatives

NN

not provide any grammeatical cluesto any alternative

Each RESPONSE OPTION should
v/ beappropriate to the question asked or implied by the stem

Do not include irrelevant options should becauseit istoo difficult to come up with a
fifth option

v begrammatically consistent with the stem and parallel in form

v beindependent; response options should not overlap with other response options
v bestated as briefly and simply as possible

v beplausible



|tem Development Checklist (Continued)

In addition, when preparing RESPONSE OPTIONS:

v
v
v

v
v
v

avoid the use of trickery
aways use the same number of alternatives

avoid stating correct answer in greater length (or keep all alternatives as close to the same
length as possible

Place words that are common to al the alternativesin the stem
avoid absolute terms like always and never
refrain from using “all of the above” or “none of the above”

When developing the ITEM KEY:

v

NEENENEEN

Make certain that the intended answer isonly correct or clearly the best
Vary the distribution of keyed item in arandom manner

Arrange response options in ascending or descending order

Make sure that every item isindependent of every other item

Assign the same number of pointsto eachitem
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