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This workbook is your guide to building clear, consistent
qualification cards that define what “good” looks like on your
jobs. Whether you're starting fresh or refining what you have,
you'll find practical tools to translate field work into
observable behaviors, proficiency levels, and realistic
timelines. Start with how the work is actually performed, tailor
by trade and role, keep criteria observable, measurable, and
coachable, and add detail as you learn.

What to have on hand:

The job description for the role
Current SOPs or company standards
Certification Requirements
Common task lists

Relevant company goals

O O O O O

Who it’'s for

This workbook isn’t just for HR. It’s built for superintendents,
foremen, and project managers. Revisit it regularly, calibrate
across projects, and update your cards as your team and
scope evolve.
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THE PROCESS

m Choose a Role
m @ Pick Focus Areas

m \ Define Proficiency
~ Levels
& = e
""""" Learn Dimension
m © Create Behavior -
®  Based Descriptions
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SAMPLE CARD
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CARD TEMPLATE
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Task [ Responsibility

Time to Learn
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EVALUATION FORM

Evaluation Form

Crew Leader

Employee Name

Role (select one) Pipelayer Driver Operator

Evaluation Date

Review (select one) Trial 30 day 60 day 90 day Annual

Task-Based Skill Evaluation

Add skills below from the Qualification Card that you are evaluating for this employee.

Task Evaluated Proficiency Level Notes

Needs More Training
Developing Competency
Proficient

Expert - Could be a trainer
Sets a new standard

Needs More Training
Developing Competency
Proficient

Expert - Could be a trainer
Sets a new standard

Needs More Training
Developing Competency
Proficient

Expert - Could be a trainer
Sets a new standard

Needs More Training
Developing Competency
Proficient

Expert - Could be a trainer
Sets a new standard

00000 (00000 (00000 (oooaao

05

THRIVING TEAMS ROADMAP| COPYRIGHT 2023 | HOW TO BUILD THRIVING TEAMS




EVALUATION FORM

Needs More Training
Developing Competency
Proficient

Expert - Could be a trainer
Sets a new standard

Needs More Training
Developing Competency
Proficient

Expert - Could be a trainer
Sets a new standard

Needs More Training
Developing Competency
Proficient

Expert - Could be a trainer
Sets a new standard

Needs More Training
Developing Competency
Proficient

Expert - Could be a trainer
Sets a new standard

Needs More Training
Developing Competency
Proficient

Expert - Could be a trainer
Sets a new standard

Needs More Training
Developing Competency
Proficient

Expert - Could be a trainer
Sets a new standard

00000 |0000o0 |0b0o00 |0o000 |ooo0oo |(obooo (ooooao

Needs More Training
Developing Competency
Proficient

Expert - Could be a trainer
Sets a new standard
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EVALUATION FORM

Competency Checklist (For Manager Use Only)

[J Demonstrates understanding of key tasks related to the skill
[0 Completes tasks accurately with minimal supervision

O Follows all safety protocol

[OJ Communicates effectively with crew members

[J Completes task efficiently and correctly

Manager’'s Comments:

Next Steps or Follow-Up Actions:

Manager Name: Date:

07

THRIVING TEAMS ROADMAP| COPYRIGHT 2023 | HOW TO BUILD THRIVING TEAMS



