
Computer Instructor Competencies Checklist

	COMPUTER ACCESS TRAINING COMPETENCIES


	RATINGS:

1 – Is not able to perform basic tasks.

2 – Understands basic principles; can perform tasks with assistance or direction

3 – Performs routine tasks with reliable results; works with minimal supervision.

4 – Performs complex and multiple tasks; can coach others


	1. Demonstrates the ability to assess a person’s readiness for computer access training.


	1
	2
	3
	4

	2. Demonstrates the ability to assess the equipment that will best meet a person’s needs (computer, printer, scanner, monitor, keyboard & mouse).
	1
	2
	3
	4

	3. Demonstrates the ability to setup, configure and teach Magnification Access software used in the national contract (e.g. Zoom Text, Magic, etc.).
	1
	2
	3
	4

	4. Demonstrates the ability to setup, configure and teach Screen Reader Software used in the national contract (e.g. JAWS, Window-Eyes, etc.) 
	1
	2
	3
	4

	5. Demonstrates the ability to setup, configure and teach OCR software used in the national contract (e.g. Open Book, Omni Page Pro, Kurzweil)
	1
	2
	3
	4

	6. Demonstrate the ability to setup, configure and teach peripheral devices (e.g. scanner, printer)
	1
	2
	3
	4

	7. Demonstrates the ability to plan and instruct in the basic Windows environment
	1
	2
	3
	4

	8. Demonstrates the ability to plan and instruct computer basics.
	1
	2
	3
	4

	9. Demonstrates the ability to plan and teach the installation and removal of software and hardware.
	1
	2
	3
	4

	10. Demonstrates the ability to plan and instruct in using the Internet and setting up an internet account.
	1
	2
	3
	4

	11. Demonstrates the ability to plan and instruct in reading and sending E-Mail.
	1
	2
	3
	4

	12. Demonstrates the ability to plan and instruct File Management – including the directory structure; saving, copying, pasting, moving files and folders; deleting files and folders.
	1
	2
	3
	4

	13. Demonstrates the ability to plan and instruct in the use of the CD-RW
	1
	2
	3
	4

	14. Demonstrates the ability to plan and instruct in basic problem solving and maintenance (paper jams, viruses, scandisk).
	1
	2
	3
	4

	15. Demonstrates the ability to plan and instruct in the use of a laptop computer
	1
	2
	3
	4

	16. Demonstrates a functional understanding of the VA guidelines regarding issuance of computers, peripherals and software.
	1
	2
	3
	4

	17. Demonstrates the ability to assess whether a veteran has met the requirements for being issued a computer system.
	1
	2
	3
	4

	18. Demonstrates and verbalizes knowledge of age related competencies of Early Adulthood (18-40 years) by assisting clients to cope with physical, emotional and cognitive factors related to health and focusing on strengths rather than weaknesses.
	1


	2
	3
	4

	19. Demonstrates and verbalizes knowledge of age related competencies of Middle Adulthood (40-60 years) by assisting clients to cope with physical, emotional and cognitive factors related to health and focusing on strengths rather than weaknesses.
	1
	2
	3
	4

	20. Demonstrates and verbalizes knowledge of age related competencies of Middle Adulthood (60 years and older) by assisting clients to cope with physical, emotional and cognitive factors related to health and focusing on strengths rather than weaknesses.
	1
	2
	3
	4


