
Cooperative Extension Service 

Performance Appraisal 

County Extension Agent 

Reporting Form 

Name 

County Date 

Position Responsibility 

Agriculture ................................................................................ % 

Family and Consumer Sciences .............................................. % 

4-H Youth Development ........................................................... % 

Community Development......................................................... % 

Staff Chair Responsibility ......................................................... % 

% 

DIVISION OF AGRICULTURE 

R E S E A R C H  &  E X T E N S I O N 

University of Arkansas System 

__________________________________________

_________________________________________ _______________

______________________

______________________

______________________

______________________

______________________

______________________



3 

Performance Appraisal Reporting Form 

I. Program Planning and Development 

List program committees that you lead and/or serve on. 

Name of Committee Attendance 

Minutes 

Yes No 

List Your Partners and Collaborators 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10.

Have you submitted your subcommittee top five program priorities? Yes No 

N

University of Arkansas System
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Is your section of the county web page updated monthly? 
Are you using Zoom or another distance conferencing to teach? 
network?

Yes No 

Yes No 

II. Program Implementation/Evaluation

List major programs and educational activities you implemented.

Date 
Educational/Outreach 

Program 

Number 

Attending 

(un- 

duplicated) 

Number 

of   

Sessions 

Teaching 

Method 

Evaluation 

Data 

Collection 

Teaching 

Role 

Yes No 

Choices 

Demonstrations 

Educational 

Class 

Field Day/ 

Tour/Camp 

Meetings 

Train the Trainer 

Workshop 

Web-Based 

Instruction/ 

Education

Choices 

participant data 

pre/post test 

post test only 

end of session 

evaluation 

qualitative 

measures such 

as soil test, 

water, survey, 

cholesterol 

case study 

focus group 

interviews/ 

testimonials

Agriculture agent demonstrations 

Name of Demonstration Cooperating Producer Notes/How Shared 

Technology Use 

Do you use a work-related social media: Other, list 

 facebook page 

 twitter account 

 instagram 
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III. Professional Development Trainings and Activities in Which You Have Participated

List Extension in-service trainings, national meetings and other professional development 

activities in which you have participated. 

Date Name of Training or Activity 

County (C) 

Regional (R) 

State (S) 

National (N) 

Were you a 

presenter? 

Yes No 

IV. . Professionalism Questionnaire

Circle the number that best represents your behavior. 

1. Do you answer correspondence, e-mails and other electronic messages within two days
after receiving it? ...................................................................................................................... 1 2 3 

2. Do you keep appointments when you set them?..................................................................... 1 2 3 

3. Are you punctual for appointments? ........................................................................................ 1 2 3 

4. Do you return telelphone calls within one day or in a reasonable time after
receiving  them?............................................................................................................................. 1 2 3 

5. Do you submit soil samples and other diagnostic samples in a reasonable time?..................

6. Do you start meetings and/or activities on time? ..................................................................... 1 2 3 

7. Do you stop meetings and/or activities at a predetermined or agreed upon time?.................. 1 2 3 

8. Are you punctual in making all arrangements for meetings? ................................................... 1 2 3 

9. Do you have a plan for sending out event reminders, newsletters, etc.? ................................ 1 2 3 

10. Does your office present a professional and welcoming atmosphere? ....................................... 1 2 3 

11. Do you submit reports on time? ............................................................................................... 1 2 3 

12. Do you assist your county co-workers with programs and other routine tasks? ...................... 1 2 3 
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V. Community and Organizational Leadership 

Committees on Which You Serve 

List committees on which you serve, such as Extension committees, professional associa- 

tions, civic groups, etc., not listed in section 1. 

Name of Committee 

Local (L) 

Regional (R) 

State (S) 

National (N) 

Funding 

List funding sources (monetary and in-kind) received to support your program. 

Funding Source Amount Purpose Monetary In Kind 

Date and location of your interpretive event 

Date Location 

EEVAL-150
rev 9-13-2016
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County Extension Agent 

Performance Appraisal
Purpose 

Performance Appraisal is an integral part of Extension planning, teaching, supervision, and salary administration. It 

is a continuing, day-to-day activity. It occurs whether we realize it or not, whether we do it formally or informally. It 

occurs in each situation where one person is responsible for or interested in the work of another. Its primary purpose 

is to aid in providing the highest possible level of educational service for the people of Arkansas through improved 

performance. The Evaluation process should encourage employees in areas that indicate strength and assist them 

in those which need improvement. 

Performance Evaluation is a measurement process for determining the level of effectiveness of an employee in the 

assigned job. Results obtained through the Evaluation procedure are expressed in what is commonly referred to as 

a performance rating. 

Performance Evaluation increases the effectiveness of Extension faculty by: 

1. Increasing the understanding of their jobs and the expected level of performance. 

2. Increasing their satisfaction and educational experiences on the job. 

3. Providing information that will help assign personnel to the program area(s) where they can make the greatest

contribution.

4. Furnishing a basis for in-service training and guidance. 

5. Helping them to evaluate their own work annually.

The performance Evaluation process in the Arkansas Cooperative Extension Service is based on the 

following principles: 

1. Job performance in each assigned area of work is evaluated.

2. The performance Evaluation is an educational process used to identify the strong and weak points of employee

performance.

3. Honest and consistent self-analysis, supplemented with an objective performance Evaluation by the supervisor, is 

the most productive type of evaluation. 

4. Any person making a performance Evaluation must be acquainted with the work of the person being reviewed.

Therefore, the person primarily responsible should be the immediate supervisor. 

5. Performance Evaluation is a recognized and accepted part of supervision. 

6. The self-respect and confidence of the individual faculty member must be protected. 

Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 1 



      

  
 

 

 
 

  

 

 

  

 

 

  

 

 

 

 

 

  

 
  

 

 

 

  

  

 

 

 

 
 

 

 

Structure-County Extension Agent’s Evaluation Guide 

The Performance Appraisal County Extension Agent Guide was developed to: 

1. Ensure consistency from one program area and geographical area to another in the appraisal of county extension

agents by the County Staff Chairs and District Directors.

2. Enable County Extension Agents to become aware of the criteria used to appraise their performance under each

of the performance guidelines. 

Each performance factor has been defined with expectations arranged in four levels from the lowest of 

Unsatisfactory to the highest of Exceeds Standards (see pages 6-13). 

An agent is expected to substantially meet all the criteria listed in a rating standard before they can be scored on the 

next highest standard. For example, all the expectations under the standard “Meets Expectations” must be met 

before credit is given for any of the expectations under the standard “Above Average.” The agent will receive a score for 

the highest level of expectations met, as long as those in previous standard are also met. Criteria used to determine 

the overall rating for the County Extension Agent Performance Appraisal include, but are not limited to, information 

submitted by the agents through the Individual Plan of Work results, personal observation by the rater, AIMS data, 

and the Performance Appraisal County Extension Agent Reporting Form. 

This guide was intended to not only provide consistency in the appraisal process, but to also provide expectations 

that will promote excellence in the County Agent’s performance and county programs. 

I. Responsibility 

The immediate supervisor has responsibility for performance evaluation. Final review and approval are the 

responsibilities of the appropriate administrator. 

II. Agent Plan of Work

Agents submit a Plan of Work through the AIMs reporting system by September 1 each year. New employees

will submit a plan appropriate for their level of experience, immediate assignment, and time remaining in the

program year. Plans will be submitted within 60 days after employment.

The performance period is October 1 through September 30. During this period the agent is responsible for

collecting and maintaining documentary evidence of results attained on the goals/objectives. Agents will report 

accomplishments monthly through the AIMS data system during the program year. 

If revisions in plans are necessary during the year, agents will justify the change with their supervisor and the

district director. After approval, the agent must go into the AIMS system and make the appropriate changes.

III. Performance Appraisal County Extension Agent Reporting Form 

Each agent will submit to their supervisor and the District Director a completed Performance Appraisal

County Extension Agent Reporting Form by October 15 or the date designated by the District Director.

Information from the Performance Appraisal County Extension Agent Guide will be used in the performance

appraisal process.

IV. Documentation Files

Each county will have a set of documentation files for each agent. These files should be kept in the general file

by the Administrative Assistant. The following files are required. 

1. Sign In Sheets

Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 2 



     

 

 

 

 

  

2. Newsletters

3. Flyers/Circular Letters

4. Agendas

5. News Articles/News Releases

6. Media such as television, radio, etc. 

Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 3 



      

  

  

 
  

 
  

 

 

  

  

   

  

  

  

 

  

  

  

  

  

 
 

 
 

  

 

 
  

 

 

 

  

 

 

 

  

 

 

 
 

 

   
   
   

 

 

7. Technology Use (list of social media accounts, copies of postings, website contributions)

8. Evaluation Instruments/Data Compilation 

V. PerformanceAppraisal Rating 

Using the Performance Summary Form for County Extension Agents and Staff Chairs (Form ), the 

supervisor will rate the employee using information from the following. 

1. The Documentation Files

2. The Performance Appraisal County Extension Agent Reporting Guide 

3. AIMS Data

4. A.F.F.A.C.T. – 01 - Civil Rights Yearly Assessment

5. The Individual Plan of Work

6. A.F.F.A.C.T. - .05 – Sex and Racial-Ethnic Composition of Potential Audience

7. County Extension Council and Sub Committee minutes 

8. County Agent Agriculture Demonstration Book/Results

9. Feedback from supervisor and clients 

10. Staff Conference Notes

11. 4-H Online Data (ES237) 

12. Master Gardener membership and volunteer hour report found in the Master Gardener online system 

13. AEHC membership data and volunteer hours 

VI. Appeals Procedure

An employee who disagrees with the overall performance appraisal rating has a right to appeal that

through PMGS-08-1.6, University of Arkansas Division of Agriculture Non-Classified Performance Evaluation 

Appeals Procedure. 

VII. Timeline of Procedures

September 1: Plan of Work submitted in AIMS.

September 30: Program year ends.
 
October 1: Deadline for Plan of Work to be approved by immediate supervisor. 

October 5: All data should be entered in the AIMS Reporting System.
 
October 15: Submit Performance Appraisal County Extension Agent Reporting Form sent to

immediate supervisor. 

October 15: 	 Immediate supervisors may begin holding performance appraisal conference with

employee(s) to review reporting form and program documentation. Ratings are not shared 

with employees until approval from District Director. 

November 15: Deadline for Staff Chairs to send rating of employee to District Director for final approval 

November 16:  After approval from District Director, staff chair reviews Performance AppraisalSummary 

Form with agent. 

December 31:  Deadline to have signed performance appraisal ratings in to District Director. 

VIII. Forms

E.E.V.A.L. Performance Appraisal County Extension Agent Guide 

E.E.V.A.L. Performance Appraisal County Extension Agent Reporting Form 

E.E.V.A.L. Performance Appraisal Summary Form for County Extension Agents and Staff Chairs 

Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 4 
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Performance Factors and Criteria
 

Performance Factors Criteria 

Program Implementation 

Program Evaluation/Accountability 

Professionalism 

Community and 
Organizational Leadership 

Program Planning and Development  Individual Plan of Work 

 Implementation 

 Equity, Access and Opportunity 

 Technology and Innovation 

 Evaluation/Outcomes/Impacts 

 Reporting 

 Customer Service 

 Policy Compliance 

 Professional Development 

 Work Habits 

 Interpersonal Skills 

 Leadership 

 Optimizing Staff and Volunteers 

 Resource Management 

Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 5 



      

 

 

 

 

 

 

 
 

 

  

 

 
 

 

 

 
 

 

 

 
 

 

 

 
 

 

Performance Level Definitions 

and Criteria Rating
 

Exceeds Standards – Peformance consistently exceeds position requirements, goals and 

management expectations. Resourcefulness and depth of program and technical knowledge 
are of the highest quality. Assignments are accomplished in an exceptional manner with 
minimal direction and are characterized by outstanding achievement seldom accomplished 
within the department. 

Above Average – On a regular basis, performance is characterized by high quality and 

quantity of work that exceeds most position requirements, key objectives and management 
expectations. Employee demonstrates outstanding skills and abilities, and assignments are 
accomplished in a highly effective manner with limited guidance and direction. 

Meets Expectations – Peformance meets all the essential work objectives. Occasionally 

exceeds management expectations. Employee demonstrates good knowledge of job duties, 
and assignments are accomplished effectively with normal supervisory guidance. 

Unsatisfactory – Peformance does not consistently meet management expectations. The 

employee requires more than normal guidance and direction. Progress goals are not met and 
essential work objectives are not accomplished. Improvement is necessary if the supervisor 
elects to continue employment with the employee. 

OVERALL RATING TOTAL POINTS 

Exceeds Standards 16-18 

Above Average 12-15 

Meets Expectations 5-11 

Unsatisfactory 0-4 

Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 6 



     

 
 

 
 
 

  
 

 
 

 

 

 
   

 
 

 
 
  

  

  
  

 
 

    

 

 

  

   

 
 

  

  
 

 

  

Performance Factor:
 
Program Planning and Development
 

Individual Annual Plan 

Unsatisfactory 
Meets 

Expectations Above Average Exceeds Standards 

Individual Annual Plan is Individual Annual Plan Individual Annual Plan Individual Annual Plan 
unsatisfactory. Little effort is shows alignment among 

devoted to identifying the needs assessment, plans 

issues for educational for the coming year, 

programs. An advisory collaborators/partners/ 

committee representing volunteers, evaluation and 

the demographics of the funding. Advisory committee 

county or area served is not input was obtained in 

utilized. Minimal effort was developing the Individual 

used to recruit and engage Annual Plan. The committee 

volunteers in planning. is representative of the 

county or area served. 

exceeds expectations in at 

least three of the following 

components: needs 

assessment, plans for 

the coming year, collabora-

tors/partners/volunteers, 

evaluation or funding. Issues 

are clear and concise and 

can be addressed with 

educational programs. 

represents a clear, concise 

model in all aspects of 

needs assessment, 

plans for the coming 

year, collaborators/ 

partners/volunteers, 

evaluation and funding. 

Priority is given to the 

issue of the greatest 

potential impact. 

Supporting Documentation 

 The Individual Plan of Work in the AIMS reporting system 

 A.F.F.A.C.T.-05 – Sex and Racial-Ethnic Composition of Potential Audience 

 List of collaborators and partners listed in the “Peformance Appraisal County 
Extension Agent Reporting Form” 

 County Extension Council (CEC) and Subcommittees minutes and sign-in sheets 

 Top five (5) priorities from each county subcommittee (Agriculture, Family and 
Consumer Sciences, 4-H Youth Development and Community Resource 
Development) 

 Other evidence of needs assessment 

Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 7 



      

 

 
 

 

  

 

 

 

 

 

  
   

 
 
 
 

 
 

 
  
   
  
  
    

 
 

 
 

 
 

 

 

 

 
 

 

 
 

 

 

  
   

 
 

 
 
 

   
  

  
   

Performance Factor: 
Program Implementation 

Implementation 

Unsatisfactory 
Meets 

Expectations Above Average Exceeds Standards 

Collaborates well across and engagement with 

program areas with other various audiences. 

units and organizations. 

Plans a regular, on-going 

effort to market Extension. 

Uses materials provided 

by specialists. 

Rarely uses research-based Uses research-based Uses real-life problems to Leads major collaborations 
information in programming. information in programming. teach subject matter and or partnerships across 

Program delivery is rarely Program delivery is routinely relevance to clientele. program areas with other 

adapted to meet clientele adapted to meet the needs Keeps programs relevant. units and/or organizations. 

needs. Demonstrates no of the clientele and various Adopts new methods and 

collaboration and/or delivery methods are used. demonstrates connectivity 

Extension marketing efforts. 

Equity, Access and Opportunity 

8 Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 

Unsatisfactory 
Meets 

Expectations Above Average Exceeds Standards 

Shows no effort in reaching Repeatedly strives to reach Successfully demonstrates Engages stakeholders 
diverse and underserved diverse and/or under- an involvement of diverse in reaching diverse and 

clientele. Does not use represented clientele. and underrepresented underrepresented clien-

Americans With Disabilities Participation includes clientele. Plans specifically tele. Provides support, 

Act, Equal Employment diverse and under- for equity, access and opportunity, resources, 

Opportunity, Civil Rights represented clientele. opportunity issues. scholarships, etc., for under-

and/or AffirmativeAction represented clientele. 

guidelines. Implements sustainable 

approaches to involve 

underrepresented clientele. 



     

 

 
 
 

  
 

 
 

 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 

   

    

  

Performance Factor: 
Program Implementation (cont.) 

Technology and Innovation 

Unsatisfactory 
Meets 

Expectations Above Average Exceeds Standards 

Minimal use of technology. Routine use of appropriate 

technology for communica- 

tions. Takes advantage of 

training opportunities to stay 

on the cutting edge with tech- 

nology advances in content 

and program delivery. 

Serves as a resource 

for using the latest tech-

nology for communications 

and programming. Shares 

innovative practices. 

Recognized by Extension 

professionals and volunteers 

as highly competent in 

using the latest technology 

and/or innovation for teach- 

ing, communications, 

programming and/or 

technical assistance. 

Supporting Documentation 

 Educational programs listed in the “Performance Appraisal County Extension 
Agent Reporting Form” 

 Agriculture demonstrations listed in the “Performance Appraisal County Extension 
Agent Reporting Form” 

 Technology listed in the  “Peformance Appraisal County Extension Agent Reporting Form” 

 A.F.F.A.C.T.-01 – Civil Rights Yearly Assessment 

 AIMS data 

Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 9 



     

 
 

 
 

 
  

 
 

 
 

 

 
   

 
 

 
 
  

 
    

 

 
 

 
  

 
 

 
 

 

 
   

 
 

  

  
  
  
   

 
 

 

  

  

 

 

  

Performance Factor:
 
Program Evaluation/Accountability
 

Evaluation/Outcomes/Impacts 

Unsatisfactory 
Meets 

Expectations Above Average Exceeds Standards 

Provides minimal Indicator data is fully aligned Program evaluation results Program evaluation 
evaluation results, with program objectives, and contribute to clientele represents the highest levels 

program impacts and standard measurement tools behavioral or practice of program quality and 

program outcomes. properly demonstrate change. outcome measurement, with 

accomplishment or progress results showing improved 

toward program impacts, quality of life, economic 

client knowledge, attitude and/or environmental 

or skills. conditions. 

Reporting 

Unsatisfactory 
Meets 

Expectations Above Average Exceeds Standards 

Does not complete and/or Submits complete and Reports arecompleted Completes all reports on 
submit reports in a timely accurate reports in a timely accurately showing program 

manner. Reports are manner. Keeps data up-to- progress and accomplish-

incomplete and/or date and readily accessible. ments. Reportsare 

have errors. frequently shared with 

stakeholders. 

time and consistently shares 

impact with stakeholders. 

Consistently reports 

progress and program 

outcomes. Utilizes the 

reports to improve 

programming efforts. 

Supporting Documentation 

	 AIMS data 

	 Agriculture Demonstration Book/Results 

	 Program data in county files that would include copy of evaluation instrument, 
documented results, case studies, compilation of evaluation data and other relevant 
documents 

 Impact statements submitted in AIMS 

Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 1 



      

 

 
 

 
  

 
 

 
 

 

 

 

 

 

 

 

 

  

 

 
 

 
  

 
 

 
 

 

  

 

 

 

 

 

 

 
 

 
 

 
  

 
 

 
 

 

 
   

  

   

  
   

 

 
 

 
  

 
  

 

 
  

  
 

 
 

 
 

 
 

  

   
  
  

   
    

Performance Factor: Professionalism
 
Customer Service 

Unsatisfactory 
Meets 

Expectations Above Average Exceeds Standards 

Frequently fails to 

respond to client needs 

or requests. 

Responds to client needs or 

requests in a timely manner. 

Works well with all clientele 

groups. Communicates 

respectfully to all requests. 

Proactively addresses client 

needs or requests. 

Anticipates and addresses 

emerging clientneeds 

or requests. 

Policy Compliance 

Unsatisfactory 
Meets 

Expectations Above Average Exceeds Standards 

Often does not follow policy 

and/or lacks knowledge of 

applicable policies. 

Understands and follows all 

applicable policies. 

Interprets and encourages 

others to follow all 

applicable policies. 

Recognized as a resource 

on applicable policies and 

procedures and is a role 

model to others. 

Professional Development 

Unsatisfactory 
Meets 

Expectations Above Average Exceeds Standards 

Rarely attends Attends relevant professional Incorporates knowledge Facilitates the professional 
recommended professional development opportunities. from relevant professional development of agents and/or 

development opportunities. development intothe volunteers in specialized con-

Extension program. Seeks tent. Receives recognition 

additional development for efforts. Mentor or role 

resources through research model for new employees. 

literature. 

Work Habits 

Unsatisfactory 
Meets 

Expectations Above Average 
Exceeds 

Expectations 

10 Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 

Often displays a negative, Displays a positive, Contributes to a positivework Inspires others to display a 
uncooperative attitude cooperative attitude toward environment by displaying a positive, cooperative attitude 

toward co-workers, clientele, co-workers, clientele, work positive, cooperativeattitude toward co-workers, clientele, 

work assignments and assignments and require- toward co-workers, clien- work assignments and 

requirements. Is frequently ments. Complies with tele, work assignments requirements. Coaches 

noncompliant with estab- established work rules and andrequirements. others to manage time and 

lished work rules and organizational policies/proto- resources to meet commit-

organizational policies/proto- col. Manages time and ments within established 

col. Rarely demonstrates the resources and demonstrates time frames. 

ability to manage time and initiative to meet commit-

resources to meet commit- ments within established 

ments within established time frames. 

time frames. 



     

 

 
 

 

  

 

  

 

 

 

 

 

 

 

 

 

 

 

  

 

 
 

 

 

  

 

 

 

 

 

 

 

 

 

 

  

 
 

    
 

  
 

  

  

Performance Factor: Professionalism (cont.) 

Interpersonal Skills 

Unsatisfactory 
Meets 

Expectations Above Average 
Exceeds 

Expectations 

Demonstrates minimal 

interpersonal skills as 

needed to serve as a leader 

or effective team member; 

minimal collaboration with 

other agents and co-workers 

and/or rarely utilizes 

appropriate communication 

methods to communicate 

with others. 

Communicates with all 

agents and co-workers and 

supports other agents and 

co-workers with their 

programming efforts. 

Focused on success of team 

over personal recognition; 

successful collaboration 

with other agents and co- 

workers; contributes to both 

team projects and harmony 

in the workplace. 

Readily utilizes interpersonal 

skills to mentor, developand 

coach others. Brings out the 

best in others by inspiring, 

motivating and guiding them 

toward a goal. Builds and 

maintains effective relation- 

ships with colleagues, volun- 

teers, clientele and partners. 

Actively works to resolve 

conflicts and contributes to 

harmony in the workplace. 

County Staff Chair – Seldom 

conducts office conferences. 

Does not volunteer to help 

program efforts of others. 

County Staff Chair – 

Encourages two-way 

communications within the 

office. Conducts regularly 

scheduled office confer- 

ences. Supports the efforts 

of other staff. 

County Staff Chair – Creates 

a work environment con- 

ducive to good communica- 

tions. Ensures that office 

conferences allow others to 

celebrate successes. 

County Staff Chair – 

Extension program is 

recognized as a “team” by 

local decision-makers 

and Extension administrators 

during the interpretive event 

and at other public functions. 

Supporting Documentation 

	 Trainings and activities listed in the “Performance Appraisal County Extension 
Agent Reporting Form” 

	 Professionalism questionnaire in the “Performance Appraisal County Extension 
Agent Reporting Form” 

	 Feedback from supervisor and clients 

	 Staff conference minutes 

Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 11 



      

 
 

 
 
 

  
 

  

 

 
   

 
  

 
 

   

 

 
 

 
 

 
 

 
 
 
 

 
 

   
 

 
 
 

 
 

 
 

  

 

 
   

 
 

 
 

   

  
  
  
   

 

 
 

 
 

 
 

 
 

 
 

 
 

  
   

   

and/or special assignments on county, multi-county multi-county, region and/or serves on county, multi-

at the county, region or state and regional teams. statewide teams and is a county, region, statewide, 

level. Does not recognize the Completes county, multi- participating member.Leads multi-state and/or national 

benefit to the organization or county, regional and/or county, multi-county, regional teams. Mentors others in 

themselves by serving. state assignments. and/or state assignments. these roles. 

County Staff Chair – County Staff Chair – County Staff Chair – County Staff Chair – 

Demonstrates minimal Demonstrates county and Frequently demonstrates Consistently demonstrates 

county and stakeholder stakeholder relationships, effective county and stake- exemplary county and 

relationships, networking networking and marketing holder relationships, stakeholder relationships, 

and/or marketing of all of all Extension programs. networking and marketing of networking and marketing of 

Extension programs. Evidence of a county all Extension programs. all Extension programs. 

interpretive event. 

Optimizing Staff and Volunteers 

Performance Factor:
 
Community and Organizational Leadership
 
Leadership 

Unsatisfactory 
Meets 

Expectations Above Average 
Exceeds 

Expectations 

Rarely serves on any teams Routinely seeks and serves Frequently serves on county, Consistently leads and 

Unsatisfactory Meets Exectations Above Average 
Exceeds 

Expectations 

Minimally engages staff, Engages staff, volunteers Frequently engagesstaff, Consistently engages 
volunteers and/or partici- and/or participants as applic- volunteers and/or partici- staff, volunteers and/or par-

pants as applicable for able for Extension operations pants as applicable for ticipants as applicable for 

Extension operations and and programming. Effectively Extension operations and Extension operations and 

programming. manages the volunteer programming. Delegates programming. Delegates 

process. appropriately tostaff and appropriately and mentors 

volunteers to meet objectives staff and volunteers 

of Extension operations and to meet objectives of 

programming. Extension operations and 

programming. 

County Staff Chair – County Staff Chair – County Staff Chair – County Staff Chair – Almost 

Provides minimal direction of Provides direction of staff Frequently provides always provides direction of 

staff toward common goals, toward common goals, direction of staff toward staff toward common goals, 

counseling, mentoring and/or counseling, mentoring, common goals, counseling, counseling, mentoring, 

conflict management. Fails conflict management and mentoring, conflict manage- conflict management and 

to conduct effective effective performance ment and effective perform- effective performance 

performance management. management. ance management. Leads management. Recognized 

by example. by peers and others as an 

exemplary leader. 

Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 12 



     

 
  

 
 

 
  

 
  

 

 
   

 
 

  
   

    

 

 
 

 
 

 
 

 
 

 
  

 
 

 
  

  
   

 

 

 

  

  

 
 

  

 
 

  

  

Performance Factor:
 
Community and Organizational Leadership (cont.)
 

Resource Management 

Unsatisfactory 
Meets 

Exectations Above Average 
Exceeds 

Expectations 

Does not seek outside Routinely seeks and obtains Secures and uses extramural Secures and uses extramural 
sources of funding to extramural funding and funding to enhance quality funding. Has a plan for sus-

support Extension programs maintains budgets and programs. tainable fund development. 

and/or fails to manage accounts for educational 

accounts according to programs. 

University policy. 

County Staff Chair – County Staff Chair – County Staff Chair – County Staff Chair – 

Rarely meets fiscal needs Routinely meets fiscal needs Frequently provides fiscal Consistently provides fiscal 

of the county program; of the county program; resources to address resources to address 

demonstrates poor fiscal fosters transparency in emerging and new county emerging and new county 

management and/or resource management; program efforts; exceeds program efforts; exceeds 

physical resources meet meets expectations for expectations for fiscal expectations for fiscal 

minimal program fiscal management. management and works management and has a 

and staff needs. to improve physical long-term plan for physical 

resources to support resource needs of programs 

innovative programs. and staff. 

Supporting Documentation 

 AIMS volunteer report
 

 4-H Online Report
 

 Master Gardener membership and volunteer hour report found in the Master 

Gardener online system 

 Funding listed in the “Performance Appraisal County Extension Agent Reporting Form” 

 Committees on which you serve listed in the “Performance Appraisal County 
Extension Agent Reporting Form”
 

 County funding status
 

 AEHC membership and volunteer data 

Performance Appraisal for County Extension Agent, County Extension Agent - Staff Chair 13 
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- 1 – County Extension Director Appraisal Form by CED and DED 2017 

 

 

 

 

 

County Extension Director Appraisal - Self and DED 

PROGRAM YEAR 2017 

(Completed by the County Extension Director and District Extension Director) 

Edition:  Choose an item. 

Name of CED:  Click here to enter text. Rank:  Choose an item. Yr. of Last Promotion:  Choose an item. 

County:  Choose an item. 
 

Date of Appraisal:  Click here to enter a date. 

 
Assessment of Performance:  The following comments are our assessments of your annual performance and progress toward 

permanent status (if applicable) and promotion as measured according to the UF/ IFAS Promotion and Permanent Status Criteria. 

Program Support 
 Click here to enter text. 
 
Financial Support 

 Click here to enter text. 
 
Peer and University Support 

 Click here to enter text. 
 
Program Development 

 Click here to enter text. 
 
Delivery/Contacts and Statistical Report: 

 Click here to enter text. 
 
Impact and Evaluation: 

 Click here to enter text. 
 
Service to  Schools, Membership/Activities in the Profession, Honors 

 Click here to enter text. 
 
Essential Extension Communication and Reporting 
 Click here to enter text. 
  
IT Literacy and Professional Development 
 Click here to enter text. 
 
CED Program Leadership and Coordination 
A. Overall Advisory Committee Click here to enter text. 
B. Budget Planning Management Click here to enter text. 
C. Communication and Relationship 

with County Government 
Click here to enter text. 

D. Guidance, Mentoring and 

Retention of Faculty 
Click here to enter text. 

E. Personnel Management in the 

County Extension office 
Click here to enter text. 

F. Communicates Regularly with 

Faculty and Staff 
Click here to enter text. 
  

G. Marketing of the Total Extension 

Program 
Click here to enter text.       
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H. Affirmative Action Leadership for 

County Programs 
Click here to enter text. 

Additional Comments: 

Click here to enter text. 
 

 

Progress Toward Permanent Status and Promotion: 

Promotion: Satisfactory ☐ Unsatisfactory ☐ N/A ☐ 

Permanent Status: Satisfactory ☐ Unsatisfactory ☐ N/A ☐ 

 
RECOMMENDED OVERALL RATING: (Check appropriate box) 

Unacceptable Improvement Required Standard Professional Performance Commendable Exemplary 

 ☐(UN) ☐(IR) ☐(SPP) ☐(CO) ☐(EX) 

 

 

 

_____________________________________ 

Signature of DED 

 

Date   
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Duties and Responsibilities (numbers correspond 

to sections in ROA and promotion templates) 

Criteria 

Program Support 

14. Creative Works    

15. Patents and copyrights 

16. Publications 

17. Papers, Presentations or Posters at Professional 

Conferences/Meetings 

 

Produced an appropriate variety of educational publications and/or 

creative works in quantity and quality for the faculty’s rank and for 

progress toward the next highest rank. 

 

Presented at professional conferences and meetings 

Financial Support 

18. Contracts, grants, in-kind etc. 

 

Sought outside funding and in-kind contributions to 
supplement and compliment state and local funding. 

Peer and University Support 

19. University Governance and Service 

20. Consultations outside the University 

21. Editor / Reviewer of Scholarly Journal, etc. 

22. International Extension Activities 

 

Assisted with multi-county, district, state, or multi-state activities 

through IFAS/Extension program planning or operational support 

committees or groups.  

 

Involved as a member of GOAL and FOCUS TEAMS, other district 

or state committees. 

 

Programs in Internationalizing Extension 

Program Development 

23. Extension Program; 

Functioning Advisory Committee 

 Times met and Composition 

Interaction with Specialists and Goal Teams 

Local Situation / Measurable Objectives 

 

 

 

 

Actively held at least two meetings / year, has a rotation plan for 

members, geographical, socioeconomic and racial representation, 

officers, minutes to CED and DED. 
 

Worked with State specialists and Goal/Focus team members 

involved in county major program development and/or delivery. 
 

Rationales reflect and are supported by local needs and data with 

specific/client centered/quantifiable program objectives. 

Delivery/Contacts and Statistical Report 

23. Extension Program; 

Individual, Group, Mass Media 

 

Educational Program Quality 

 

Linked with Other Agencies/Organizations 

 

Conforms to Affirmative Action and ADA Guidelines 

 

Multi State Extension Activities 

 

 

Work aligned with UF IFAS Roadmap and Priority Work 

Group 

 

 

 

Employed individual and group instruction, mass media, materials 

and volunteers as primary program delivery methods to educate 

clientele groups. 

 

Good teaching/delivery was evident. The total program showed 

planning, delivery, follow-up, county faculty teaching and 

appropriate days expended in county major programs. 
 

Cooperated with other organizations and agencies in planning, 

implementing, and evaluating programs. Identified primary 

linkages. 
 

Parity -4% of minority populations was achieved; reasonable 

accommodation policy was articulated and non-discriminatory 

publication statement and meeting announcements was used. 
 

Actively engaged in planning and delivery of Extension programs  

with county faculty in another state. 

 

Identify the Roadmap Initiative(s) and Priority Work Group(s) 

which are aligned with your work and briefly list the actions you 

have taken to support them (e.g. membership or leadership for a 

Priority Work Group, adoption of common evaluation indicators, 

and alignment of local programming priorities with the Roadmap).  
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Duties and Responsibilities (numbers correspond 

to sections in ROA and promotion templates) 
Criteria 

Service to Schools, Membership & Activities in the 

Profession and Honors 

25. Service to Schools Other than 4-H/Youth 

Development 

26. Membership and Activities in the Profession 

27. Honors  

 

Assisted in school activities beyond 4H programming. 

 

Active involvement in professional associations through membership, 

committees, and leadership positions in professional and discipline 

organizations. 

Essential Extension Skills Communication and 

Reporting  

 

   Team Player of Extension  

 

   Communication with DED, CED 

 

   Professional Conduct and Responsibility 

 

   Quality Reporting by Established Unit and IFAS      

   Deadlines 

 

 

 

 

 

Cooperation with other faculty and staff; participation in County, 

District or State committees, Programming and activities. 

 

Interacted regularly with co-workers and DED through written and 

verbal contact. Provided meeting announcements, advisory minutes, 

newsletters, etc. on regular basis. 

 

Maintained a positive working relationship with clientele and 

cooperative extension staff. Responded positively to counsel. Attended 

county, district, and state faculty/administrative functions. 

 

Timeliness, accuracy, and completeness of state and county reports 

achieved. 

 

Performed assigned duties in a professional and responsible manner 

as explained in UF Rules 6C7.018, http://regulations.ufl.edu/wp-

content/uploads/2012/09/7018.pdf, 7.019, 

http://regulations.ufl.edu/wp-content/uploads/2012/09/70191.pdf, and 

7.048, http://regulations.ufl.edu/wp-

content/uploads/2012/09/7048.pdf. 
 

IT literacy and Professional Development 

Computer and Technology Literacy 

Professional Development 

 In-service Training 

 Professional and Scientific Meetings 

 Professional Development Plan 
 Teaching Assessment 

 

Formal Course Work 

 

Evidence and expansion of working knowledge and use of PC 

hardware, e-mail, www, pc based software applications. 

 

Participated in in-service training, completed teaching 
assessment, and implemented a professional development plan. 

 

http://regulations.ufl.edu/wp-content/uploads/2012/09/7018.pdf
http://regulations.ufl.edu/wp-content/uploads/2012/09/7018.pdf
http://regulations.ufl.edu/wp-content/uploads/2012/09/70191.pdf
http://regulations.ufl.edu/wp-content/uploads/2012/09/7048.pdf
http://regulations.ufl.edu/wp-content/uploads/2012/09/7048.pdf
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CED Program Leadership and Coordination    

 

A. Overall Advisory Committee 

 

B. Budget Planning and Management  

 

C. Communication and Relationship with County Gov. 

 

D. Guidance, Mentoring and Retention of Faculty  

 

E. Personnel Management in the County Extension 

office  

 

F. Communicates regularly with Faculty and Staff 

 

G. Marketing of the Total Extension Program  

 

H. Affirmative Action Leadership for County Programs 

 

 Overall Advisory meets at least two meetings a year, rotation plan, 

geographical, socioeconomic, racial representation, and minutes 

to DED.  

 Submitted a county budget on a timely basis, worked with 

appropriate county staff, sought and managed financial resources 

for faculty, equipment, operation and facilities.  

 Informed BOCC and/or "County Administrator" of office activities 

and programs at least on an annual basis. Attended appropriate 

county meetings, involved individuals from county government on 

advisory boards and in programs/activities as appropriate except 

where prohibited by county government. 

 CED met with new faculty monthly, follows through on mentoring 

process, reviewed POW's, ROA's, promotion/permanent status 

packets, professional develop enrollments, teaching assessments 

are current for all faculty,  and counseled both faculty and staff.  

 Filled positions consistent with UF procedures on a timely basis 

with input from local advisory groups, addressed personnel issues 

in a timely manner, completed evaluation and other documents in 

a timely manner.  

 Appointed acting leadership when extended absence from office. 

Held monthly staff meetings. 

 Provided leadership for IFAS-Extension/County public relations 

effort in the county. State/County Government interaction. 

 Promoted UF/IFAS name, word mark on written, electronic and 

visual materials. 

 Monitored and was aware of all affirmative action rules, maintained 

files, submitted timely reports, ensured proper placement of "and 

justice for all" posters, discusses AA with staff and advisory 

committees, used non-discriminatory and ADA statement on all 

written materials, ensured equal access for groups associated 

with extension. 
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County Faculty Appraisal Form 
PROGRAM YEAR 2017 

(Completed by the Agent, County Extension Director and District Extension Director) 

Edition:  Choose an item. 

Name: Click here to enter text. Rank:  Choose an item. Yr. of Last Promotion:  Choose an item. 

County: Choose an item. 
 

Date of Appraisal: Click here to enter a date. 

Assessment of Performance:  The following comments are our assessments of your annual performance and progress 

toward permanent status (if applicable) and promotion as measured according to the UF/IFAS Promotion and Permanent 

Status Criteria.  
Program Support: 

 Click here to enter text. 

 

Financial Support: 

 Click here to enter text. 

 

Peer and University Support 

 Click here to enter text. 

 

Program Development 

 Click here to enter text. 

 

Delivery/Contacts and Statistical Report:  

 Click here to enter text. 

 

Impact and Evaluation: 

 Click here to enter text. 

 

Service to Schools, Membership/Activities in the Profession, Honors: 

 Click here to enter text. 

 

Essential Extension Skills in Communication and Reporting:   

 Click here to enter text. 

 

IT Literacy and Professional Development:  

 Click here to enter text. 

 

Additional Comments: 

Click here to enter text. 

 

 
Progress Toward Permanent Status and Promotion: 

Promotion: Satisfactory ☐ Unsatisfactory ☐ N/A ☐ 

Permanent Status: Satisfactory ☐ Unsatisfactory ☐ N/A ☐ 
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RECOMMENDED OVERALL RATING: (Check appropriate box) 

Unacceptable Improvement Required Standard Professional Performance Commendable Exemplary 

 ☐(UN) ☐(IR) ☐(SPP) ☐(CO) ☐(EX) 
 

 

 

 

 

 

________________________________ 

Signature of CED 

 

Date 

______________________________ 

Signature of DED 
 

Date 
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Duties and Responsibilities (numbers correspond to 

sections in ROA and promotion templates) 

 

Criteria 

Program Support 

14. Creative Works    

15. Patents and copyrights 

16. Publications 

17. Papers, Presentations or Posters at Professional 

Conferences/Meetings 

 

Produced an appropriate variety of educational publications 

and/or creative works in quantity and quality for the faculty’s 

rank and for progress toward the next highest rank. 

 

Presented at professional conferences and meetings 

Financial Support 

18. Contracts, grants, in-kind etc. 

 

 

Sought Revenue Enhancement opportunities to supplement and 

compliment state and local funding. 

 

Completed Extension Event Budget forms. 

Peer and University Support 

19. University Governance and Service 

20. Consultations outside the University 

21. Editor / Reviewer of Scholarly Journal, etc. 

22. International Extension Activities 

 

Assisted with multi-county, district, state, or multi-state 

activities through IFAS/Extension program planning or 

operational support committees or groups.  

 

Involved in Initiative TEAMS, other district or state committees. 

 

Programs in Internationalizing Extension 

Program Development 

23. Extension Program; 

Functioning Advisory Committee 

 Times met and Composition 

Interaction with Specialists and Goal Teams 

Local Situation / Measurable Objectives 

 

 

 

 

Actively held at least two meetings / year, has a rotation plan 

for members, geographical, socioeconomic and racial 

representation, officers, minutes to CED and DED. 
 

Worked with State specialists and Initiative team members 

involved in county major program development and/or delivery. 
 

Rationales reflect and are supported by local needs and data 

with specific/client centered/quantifiable program objectives. 

 

 

 

Delivery/Contacts and Statistical Report 

23. Extension Program; 

Individual, Group, Mass Media 

 

Educational Program Quality 

 

Linked with Other Agencies/Organizations 

 

Conforms to Affirmative Action and ADA Guidelines 

 

Multi State Extension Activities 

 

Work aligned with UF IFAS Roadmap and Priority Work Group 

 

 

 

 

 

 

Employed individual and group instruction, mass media, 

materials and volunteers as primary program delivery methods 

to educate clientele groups. 

 

Good teaching/delivery was evident. The total program showed 

planning, delivery, follow-up, county faculty teaching and 

appropriate days expended in county major programs. 
 

Cooperated with other organizations and agencies in planning, 

implementing, and evaluating programs. Identified primary 

linkages. 
 

Parity -4% of minority populations was achieved; reasonable 

accommodation policy was articulated and non-discriminatory 

publication statement and meeting announcements was used. 
 

Actively engaged in planning and delivery of Extension 

programs with county faculty in another state 

 

 Identify the Roadmap Initiative(s) and Priority Work Group(s) 

which are aligned with your work and briefly list the actions 

you have taken to support them (e.g. membership or leadership 

for a Priority Work Group, adoption of common evaluation 

indicators, and alignment of local programming priorities with 

the Roadmap).  
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County Agent Performance Evaluation – Reference Sheet (*Sections match FAR) 

NAME    DATE   
         
TITLE    COUNTY   
         
    PROGRAM 

AREA(S) 
  ANR    FACS    4‐H    CEC 

         
AWARDS & RECOGNITION* 
___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not Meet  ___ N/A 
         
Points to consider: Regional/national awards • Did agent submit applications even if no rewards received • Awards of 
employees, volunteers, or 4‐H’ers under agent’s leadership • Office or program recognition • Non‐extension 
recognition 

         
CONTRIBUTIONS TO SCHOLARSHIP* (Both ratings may apply to all four Scholarship sections of the FAR) 
Direct education to clientele  
___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not Meet  ___ N/A 
Additional contribution to scholarship 
___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not Meet  ___ N/A 
         
Points to consider: Direct teaching (both formal and informal) • Quality teaching and learning methods • Programming 
perceived as high quality and educational • Develops effective written / verbal skills for specific audiences, considering 
language, literacy or other issues • Evidence of quality program coordination and non‐teaching roles • Quality of and 
significant participation in educational events (i.e. quality and quantity of 4‐H project achievement) • Base programming 
needs of the community being met in addition to issue programming • Adds to the scholarship of Extension by submitting 
publications, posters, and making presentations as appropriate • Using media as an educational tool • Development of 
new educational works such as lesson plans or curricula • Agent involvement in research 

         
SERVICE & COLLABORATIVE EFFORTS* 
___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not Meet  ___ N/A 
         
Points to consider: • Participates in service to the University through special assignments and committee work • 
Collaborates with other faculty members outside of the college and/or UGA • Actively supports other program areas • 
Supports new employees • Supports governance of the university, college, and/or their professional association 
through committee and leadership roles.  

         
ELS / STAKEHOLDER DEVELOPMENT 

___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not Meet  __ N/A 
         
Points  to consider: Has an active Program Dev. Team that meets with appropriate  frequency and supports program 
development  and  implementation  •  Engages  /  Supports  a  County  Leadership  Council  as  directed  •  Provides 
communication to and engage stakeholders such as elected officials, community leaders, county government and school 
administrators •  

         
MARKETING & COMMUNITY INVOLVEMENT 
____ Exceeds          ____Meets                ____Partially Meets       _____Does Not Meet    ____N/A 

Points to consider: Has a marketing plan for their program area • Utilizes local media effectively for marketing • 

Provides content to a local Annual Impact Report – Participates in community events representing Extension ‐  



RESOURCE GENERATION & MANAGEMENT* within Program Area (Both ratings apply to all sub‐sections as 
appropriate) 
Fiscal Resources (Grants, Contracts, Gifts, Fund Development, follows fiscal policy, follows volunteer screening policy) 
___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not 

Meet 
___ N/A 

People (Staff or Volunteers) 
___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not 

Meet 
___ N/A 

         
Points to consider: Manages county and state resources appropriately • Acquires and/or manages alternative funding 
resources • Recruits and uses volunteers effectively • Supervises  staff  /volunteers effectively • Addresses  issues  in a 
timely manner • Follows all financial guidelines as defined by the County Funds Policy and other guiding documents  

         
         
PROFESSIONAL DEVELOPMENT* 
___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not 

Meet 
___ N/A 

         
Points to consider: Member of and participates in professional associations • Attends all required trainings/seminars • 
Recognized as being competent, having current knowledge and technical skills • Working on an advanced degree if 
appropriate • A good representation of Cooperative Extension and UGA. 

         
PROGRAM ACCOMPLISHMENTS* 

___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not 
Meet 

___ N/A 

         
Points to consider: Needs assessment activities • Evaluation activities • Impactful and documented results from 
programming • Past goals were acknowledged and success highlighted 

         
PROFESSIONALISM & ORGANIZATIONAL REQUIREMENTS  

___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not 
Meet 

___ N/A 

         
Points to consider: Responsiveness to clients • Dress and personal appearance • Teamwork • Follow through on 
commitments • Management of professional scheduling, proper attendance • Ability to manage task and time 
effectively • Organized and clean work environment. 

         
REPORTING AND ORGANIZATIONAL DOCUMENTATION  
___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not 

Meet 
___ N/A 

         
Points to consider: GaCounts • Impact Statement Database • 4‐H enrollment reporting • Volunteer screening • 
Program area reporting or survey requirements (i.e. crop reporting) • Responsiveness and timeliness of reporting. 

 
 
 
 
 
 

       



CEC MANAGEMENT* (Completed for CECs only) 
Managing Systems (Budget Development, Facilities, Inventory, Fiscal Management) 
___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not 

Meet 
___ N/A 

Managing People (Agents and Staff under CEC supervision) 
___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not 

Meet 
___ N/A 

Public Relations/ELS/Stakeholder Relations 
___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not 

Meet 
___ N/A 

         
Completed for CECs only • Comments should reflect management skills in the role of the CEC for all program areas • 
Use Resource generation and management section for role within program area  

 

Future Goals* – Quality, Quantifiable, Challenging 
         
Points to consider:  Are goals quantifiable • Do goals stretch the individual • Include both programmatic and 
professional goals • You may wish to suggest goals here. 

 
Overall Performance 
___ Exceeds  ___ Meets   ___ Partially Meets  ___ Does Not 

Meet 
 

A statement about overall performance is critical. Important expectations already documented may be repeated or 
summarized here. Information in this box may be pulled out for summary reporting to college administration. 

 

SIGNATURES 

________________________________________________________________________________ 

County Extension Agent                                          Date 
 
________________________________________________________________________________ 

County Extension Coordinator                                  Date 
 
________________________________________________________________________________ 

District Extension Director                                        Date 
 

You may respond to this report in writing. That response must be submitted to the DED within 10 days of the date of 

this evaluation. Your signature on this report only acknowledges its receipt and does not imply agreement. 

 

 

Revised 9/20/17 PPW 

 

 



Need Assistance?
706-542-7786

gacounts@uga.edu

1
For more help  visit the GaCounts Help Page

• Log in to Ga Counts
• http://apps.caes.uga.edu/gacounts3/
• Select “Pull Reports” from the left side bar
• Then select “Faculty Activity Report”
• Enter or edit the “self-reported sections” before running 

your report.
• These self-reported fields will remain in Ga Counts and 

can be modified as needed in subsequent years.
• Enter the calendar date range for the year in question 

beginning on Nov. 1st.  For the 2017 reporting year it 
would be 11/01/2016 to 10/31/2017.

• Select "pull report".
• Open your FAR file in your downloads folder and 

immediately Save AS a Word document.  

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
http://apps.caes.uga.edu/gacounts3/


Need Assistance?
706-542-7786 

gacounts@uga.edu

2
For more help  visit the GaCounts Help Page

1. Include activities for the past 12 months only.

2. Make it easy to read.
• use a legible  font, 12 pt. or larger
• use bold headings
• indent where appropriate

3. Content is more important than length—do not try to pad the faculty activity report with
excessive verbiage.

4. List events in reverse chronological order (most recent first).

5. Keep narrative to a minimum.  Some narrative is required in the accomplishments
section and possibly in the needs assessment section.  Otherwise avoid excessive use of
narrative.

6. Sub-categorize information where appropriate.  This helps make the report easier to
read.  It also helps facilitate pulling the information together when creating a dossier for
promotion.

7. Use APA (American Psychological Association) writing style when appropriate.

8. Identify your role on collaborative items including authoring a publication, making
presentations, coordinating programs/events or development resources.

9. Develop a system for keeping up with information during the year.  This makes it much
easier to compile the information at the end of the year.

10. GA Counts – the following helpful hints for each section also include the report type or
other data entry information regarding how the information is entered in GA Counts and
then displayed in the activity report.  This should help you identify how to edit any data
that might be inappropriately placed in the activity report.  Please fix errors in the
original Ga Counts report so that it is correct for future reporting.

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
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For more help  visit the GaCounts Help Page

• Data will be imported from GA Counts / ETS or typed
directly into the document.

• All data is imported unless specifically noted with red text
• Guidance information is marked with blue text.
• Agent can edit imported document as needed.

I. BIOGRAPHICAL VITA INFORMATION
Name: Joe Alice Agent
Present Rank:
Home County:
District/Department: 

Hire Date: 
Date Rank Effective:
Period Covered In This Report: 

Degrees, Institutes (of one week or longer), Certificates: 
[FAR self-reported text sections from GA Counts]
Include all degrees earned in reverse chronological order (most recent first).  
Include degree earned, date, and name of institution.  Add institutes that last 
over one week and any certificates earned.  There is a separate location for 
professional development workshops.

Positions Held: 
[FAR self-reported text sections from GA Counts
Include all professional positions in reverse chronological order.  Include dates 
held, title of position and name of employer.

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
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4
For more help  visit the GaCounts Help Page

II. AWARDS AND RECOGNITION
Include any awards or special recognition that you received during the 
past year under the “Self” section.   Under “staff/students” you should 
include any awards or special recognition that your 4-H’ers, volunteers, 
or staff received during the past year.  Examples could include Master 4-
H’ers, judging teams coached by a volunteer, or person you nominated 
for an award.  

1. Self

[GA Counts Report Type: Honors and Awards]

2. Staff/students under your direction
[FAR self-reported text sections from GA Counts]

III. CONTRIBUTIONS TO SCHOLARSHIP

1. CONTRIBUTIONS IN TEACHING

A. Post-Secondary Courses
Providing instruction for courses sponsored by a university, college or 
technical institution.  Typically this is for-credit formal post-secondary 
education.  Think in the context of courses requiring tuition and 
course numbers.  Guest lecture requests would be included here 
[GA Counts Report Type: Teaching (Collegiate)]

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
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For more help  visit the GaCounts Help Page

B. Educational Programs
Include programs that meet the five criteria for a Standard CEU 
Program Adult or Youth AND you had a teaching role. Remember that 
CEU qualifying programs include: 1.Program length of one hour 
(except in-school programs); 2. Sound educational practices including 
an evaluation component, 3. Extension sponsored; 4. Individual 
registration procedure; 5. Program file created as a record. See GA 
Counts Help for more detailed information. 
[GA Counts Report Types: Standard CEU Programs, Club Meetings, 
and Specialty Clubs w/ presenter role]

C. Presentations
Include other formal educational programming where you provided 
an educational content yet the program is missing one or more of the 
criteria for a Standard CEU qualifying program.  Examples could be 
Family Connections presentation, Rotary speaker, Cattlemen’s 
meeting, presentation at a School Board meeting.  This is not where 
you would capture work related meetings where you are planning 
programing doing other committee work.  For example, if you are 
attending the cattlemen’s meeting that is a committee meeting or 
association meeting, but if you are the speaker and providing 
educational content then this would be a ‘presentation’ [GA Counts 
Report Types:  Presentations w/ presenter role]

D. In-Service
This is training with an employee audience.  Include trainings you 
have conducted or taught for Program Assistants, County Agents or 
other faculty/staff. 
[GA Counts Report Type: In-Service Training w/ instructor role]

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
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E. Students Advised
Use this to record the time invested in working with Extension 
Interns.  Typically you will create one record per internship.  
[GA Counts Report Type: Students Advised]

2. OTHER CONTRIBUTIONS IN EXTENSION OR OUTREACH

A. Programs Coordinated (Non-Instructional
Role)

Include formal educational programs you have coordinated but did not 
provide the formal instruction. You should identify your role such as 
coordinator. [GA Counts: standard programs, presentations, or club 
meetings w/ role not presenter]

B. Technical Assistance
Include data you keep track of.  [GA Counts Report Type: Onsite consult 
and Office Contact.]

Site Visits - 0 
Office Contacts - 0 
In-person contacts: 0
Phone contacts: 0
Written/email contacts: 0

C. Educational Events
List informal educational programming including camps, field days, tours, 
health fairs and contests. [GA Counts report types: Event; 4-H Camps and 
Conferences]. 

Specific presentations you may have made at an event could also be 
recorded under the appropriate teaching section of the FAR. 

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
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D. Educational Exhibits
List educational exhibits you displayed for clientele.  [GA Counts report 
type: Exhibit].  Professional Society poster sessions are presented under 
“Additional Contributions in Scholarship / A. Invited Presentations, 
Lectures, Seminars, Papers, and Posters Presented”

3. ADDITIONAL CONTRIBUTIONS IN SCHOLARSHIP

A. Invited Presentations, Lectures, Seminars,
Papers, and Posters Presented

Use this section for invitations (usually peer reviewed) from a 
professional society (agent association) or other scholarly organization.  
The audience consists of your professional peers. Include date, title of 
presentation, name of association or group, location, and number of 
participants.  [GA Counts: Program Area is Professional Society and the 
appropriate report types]

B. Journal Articles
Include only refereed Journal Articles (most agents are not likely to have 
many of these).  Another common term for refereed is peer reviewed 
articles.  Examples:  Journal of Extension, Society for Nutrition Education, 
Animal Forage Research Journal.  [GA Counts Report Type: Media; Media 
Type: Journal Article (published)]

C. Bulletins, Circulars or Reports
Include numbered Extension publications (again, most agents are not 
likely to have many these). Circulars or Reports are more common. 
Include educational fact sheets, annual program reports, etc. [GA Counts 
Report Type: Media; Appropriate Media Types]

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
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D. Abstracts
Abstracts are written for article submissions, grant proposals, conference 
paper proposals et al.  [GA Counts Report Type: Media; Media Type: 
Abstracts (published)]

E. Newsletters
If you do a regular newsletter include number of issues and circulation.  If 
you only do a periodic newsletter on a specific topic list them individually 
by title and date.  
[GA Counts Report Type: Media; Media Type: Newsletters/Fact Sheets 
(published)]

F. Media - TV, Newspaper, Radio
If you do a regular newspaper column, then only indicate how frequently 
(weekly, monthly, etc.) and the paper(s) that it appears in.  If you do an 
occasional article list by title and date.  Use the same guidelines for TV 
and radio programs.  Some people like to list the total number of column 
inches for newspaper and the number of on-air minutes to TV and radio.  
This is up to you.  If you know the circulation numbers for the newspaper 
or the size of the listening audience for TV and radio, that is good 
information to include.  Remember these are articles you wrote or 
significantly contributed to the content.
[GA Counts Report Type: Media; Media Type: Newspaper Articles, 
Columns, and Press Releases, Video and TV, and Radio (published)]

G. Curricula
Technically curricula suggests the development of a comprehensive in-
depth educational program.  List 4-H, ANR, FACS and other curriculums 
you developed.  You can even report curricula which you adapted to 
meet your specific programming needs.  Make sure to give credit as 
appropriate and briefly and succinctly describe how you adapted the 
materials.  
[FAR self-reported text sections from GA Counts]

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
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H. Exhibit Displays Created
Record the educational and poster exhibits you created.  This is simply 
the creation of the media.  You should record your presentation of the 
exhibit under Section 2. Other Contributions in Extension or Outreach, 
Sub-section D. Educational Exhibits  
[GA Counts Report Type: Media; Media Type: Exhibit (published)]

I. Websites and Social Media
If you regularly write social media and web posts, a summary would be 
better here. If you only do a periodic posts on a specific topic, list them 
individually by title and date.  
[GA Counts Report Type: Media; Media Type: Newsletters/Fact Sheets 
(published)]

J. Other Creative Works
Include educational website content you maintain or other creative 
works such as educational Power Points, podcasts, and online video.  [GA 
Counts Report Type: Media; Books, Book Chapters, PowerPoint 
Presentations, e-Learning modules, and more (published)]

K. Work submitted for publication
Include items that have been submitted but not yet published.  [GA 
Counts Report Type: Media Produced w/ In Review status]

L. Other Intellectual Contributions
Include online content contributions you may make such as blogs, wikis, 
eXtension professional community activities, etc.  You are sharing your 
expertise with less formality than a created document, web page, or 
other training material.  [GA Counts Report Type: Other Intellectual 
Contributions]

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
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4. Contributions in Research
Agents typically do not have a lot of research activities, but keep in mind 
opportunities where you work with Specialists on their research efforts.  
[GA Counts Report Type: Research Conducted]

IV. SERVICE AND COLLABORATIVE EFFORTS

1. Service (UNIVERSITY, COLLEGE, DEPARTMENT, PROFESSION,
COUNTY, COMMUNITY)

University implies university level committee assignments or other 
special assignments with University-wide implications.  College implies 
college level committee assignments or other special assignments with 
College-wide implications.  Examples include serving on a search 
committee, award selection committee or college level promotion 
committee. Similar you may have items for each level.  The department 
for a county agent is his or her district. You should document the scope of 
each item separately or better yet, create sub categories for each.

A. Leadership / Special Assignments
Use this section to record leadership roles or special appointments. 
Examples include elected office of professional societies or special 
administrative appointment such as a county extension coordinator. Do 
not confuse this with committee assignments or committee leadership 
which are recorded under committee work. [GA Counts report type: 
Leadership and Appointments]

B. Event Judge Assignments or Invitations
[GA Counts report type: Event Judge]

C. Committee/Task Force Activities

[GA Counts report type: Committee Activities]

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
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D. Peer Review Activities (Reviewing
Publications, Websites, Curriculum, Programs,
etc.)
Examples include publications reviewed through an Extension Publication 
or Journal Article review committee [GA Counts report types: Media 
Reviewed]

E. Mentoring (New faculty, interns, etc.)
If you trained an intern during the year, list the name of the intern and 
the period of time that you worked with them. If you were assigned as a 
mentor for a new agent, include this activity here.

[FAR self-reported text sections from GA Counts]

F. Student Recruitment
[FAR self-reported text sections from GA Counts]

2. Contributions to Collaborative Efforts
Include any collaborations with other university departments or 
community agencies (e.g. Family Connections, Parks and Recreation 
Department, etc.) This part may require a short narrative to describe your 
role. It is acceptable to duplicate times listed in previous sections of your 
FAR.  

A. Public Service & Outreach

[FAR self-reported text sections from GA Counts]

B. UGA Colleges & Schools

[FAR self-reported text sections from GA Counts]

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
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C. University System of Georgia

[FAR self-reported text sections from GA Counts]

D. Government Agencies

[FAR self-reported text sections from GA Counts]

E. Other Organizations

[FAR self-reported text sections from GA Counts]

V. ELS / STAKEHOLDER DEVELOPMENT / MARKETING
AND COMMUNITY INVOLVEMENT

1. EXTENSION LEADERSHIP SYSTEM

List meeting dates, number of participants, educational component.
[GA Counts Report Type: Extension Leadership System]

2. Stakeholder Development Efforts
Describe activities during the past year to maintain and develop 
stakeholder (including local officials) support outside of ELS.
[FAR self-reported text sections from GA Counts]

3. MARKETING AND COMMUNITY INVOLVEMENT
Describe or summarize your county marketing efforts which bring greater 
awareness to your program. This may also include involvement in 
community events not previously mentioned. 
[FAR SELF-REPORTED TEXT SECTIONS FROM GA COUNTS]

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
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VI. RESOURCE GENERATION & MANAGEMENT

1. Grants, Contracts, Gifts & Fund development

These are usually monetary grants that were solicited by you and are usually designated for a
specific project or program.  A grant usually requires a follow-up report or summary be
provided to the granting agency.  Be sure to include the date, the granting agency/fiscal
agency, grant partners, the title of the project, and the dollar amount.

Gifts may be solicited or unsolicited and usually do not require a follow-up report.  List date
received, from whom and the dollar amount.  Other fundraising activities would be included
in this section.  Also consider summarizing annual in-kind contributions made toward your
program.  [GA Counts Report Type:  Fund Development Activity]

2. Program Area Administrative/Management Duties
(SUPERVISION, BUDGETS, ETC)  

[FAR self-reported text sections from GA Counts] 

VII. PROFESSIONAL DEVELOPMENT

1. Professional Development Activities

A. In-Service Trainings Attended (from ETS)

Include all Extension trainings attended during the past year.  List date and title of each 
training (list winter school classes as individual trainings).   [GA Counts report: Data is 
pulled from ETS and auto-inserted when report is pulled] 

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
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B. Other Professional Development (from GaCounts)

Include any other non-Extension training, graduate courses, or short courses attended.  You 
may want to include hours of instruction received as appropriate.  Also, you should note if 
the continuing education is part of a graduate program and summarize that program and 
your progress.  [GA Counts Report Type: Professional Development] 

1. Professional Society Activities (NATIONAL AND STATE)

This section should include all activities in professional associations such as agent
associations.  [All the following have the GA Counts program area of Professional Society]

A. Membership

[GA Counts Report Type: Professional Society Membership]

B. Leadership / Special Assignments

[GA Counts Report Type: Special or Society Appointment and Event Judge]

C. Committee / Task Force Activit ies

[GA Counts Report Type: Committee Activity]

D. Meetings Attended

[GA Counts Report Type: Professional Development]

VIII. PROGRAM ACCOMPLISHMENTS

1. Program Accomplishments and Achievements

A. Needs Assessment and Evaluation Activities

Describe assessment activities during the past year 
[FAR self-reported text sections from GA Counts] 

B. Signif icant Program Accomplishments

Describe your three most significant activities, achievements, or impacts in the last year. 
[FAR self-reported text sections from GA Counts] 

C. Additional Achievements or Activities

Describe additional activities, achievements, or impacts in the last year. This may include programs 
in process. Include progress toward this year’s goals not documented in section B above. 
 [FAR self-reported text sections from GA Counts] 

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main
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IX. COUNTY EXTENSION COORDINATOR
ACCOMPLISHMENTS

Describe CEC activities, achievements, or impacts in the last year. Include the management of 
funds and resources, management of people, public and stakeholder relations. 
 [FAR self-reported text sections from GA Counts] 

GOALS FOR NEXT YEAR 
List your goals for next year. The best goals are measurable. 
 [FAR self-reported text sections from GA Counts] 

Revised 10/11/2017

http://www.caes.uga.edu/Applications/GACOUNTS3/index.cfm?helpNew=main






















 

 
 

 
Agent Evaluation Rubric 

Revised April 2016 

Councils 
 

Does Not Meet 
Expectations 

Meets 
Expectations 

Occasionally Exceeds 
Expectations 

Consistently Exceeds 
Expectations 

 
CEC 

 CEC seldom meets 
 Not representative of county 

demographics 
 Council membership does not 

rotate 
 Program council weakly linked 

to CEC 
 Agent leads discussion at 

meetings 
 
Program Council 

 Council meets infrequently or 
never 

 Council membership does not 
rotate 

 Council simply endorses the 
agent program plan 

 

 
CEC 

 CEC  represents the diversity 
of the county  

 Meets on regular basis 
 Elected officers plan and 

conduct the meetings 
 Membership of 15-40 with 

planned rotation 
 Committees established when 

necessary 
 
Program Council 

 Council meets on regularly 
scheduled basis 

 Council plans and conducts 
programs – using committee 
structure when necessary 

 
CEC 

 Council is active in program 
planning, conducting and 
evaluating of local programs 

 Council has committee 
structure in place and 
operates accordingly 

 Helps keep public aware of 
Extension’s programs, efforts 
and directions 

 
Program Council 

 Majority of membership 
attends meetings 

 Members are active in 
planning, conducting and 
evaluating programs 

 
CEC 

 Council and agents work 
together to identify issues 
and set priorities for CES 
programming. Programs are 
designed to meet a variety of 
audiences needs.  

 CEC works with District Board 
to establish short and long 
term goals for Extension 

 Explains and promotes 
Extension to people, 
organizations and governing 
bodies of the county 

 
Program Council 

 Recruits, trains and 
recognizes outstanding 
leaders 
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Leadership Development 
 

Does Not Meet 
Expectations 

Meets 
Expectations 

Occasionally Exceeds 
Expectations 

Consistently Exceeds 
Expectations 

 
Extension Leadership 

 Leadership is totally 
controlled or directed by the 
agent 

 Little or infrequent leadership 
opportunities provided 

 Little or no evidence of leader 
involvement in program 

 
Agent Leadership 

 Agent appearance and 
performance does not reflect 
positively on UK 

 Frequent conflict between 
agent and Extension 
leadership  

 Programs are designed and 
conducted only by agent 

 
Extension Leadership 

 Leadership and agent have 
shared goals  

 There is evidence of 
recruitment, training and 
leadership opportunities 

 Leadership both formal and 
informal is reflective of the 
diversity of the whole county 

 
Agent Leadership 

 Agent reflects a positive 
image of the University 

 Agent is working toward 
becoming a recognized leader 
of the community 

 
Extension Leadership 

 Evidence of leaders engaged 
in planning conducting and 
evaluating county programs 

 Evidence of leadership 
serving on committees, 
becoming officers, and 
conducting meetings and or 
events within county or state. 

 Evidence of a formal leader 
recognition program 

 
Agent Leadership 

 Agent is recognized as a 
leader of the community 

 Serves in leadership role in 
collaborative efforts within 
College and/or community 

 

 
Extension leadership 

 Evidence leaders have 
assumed leadership roles in 
state and community as 
result of Extension efforts 

 Leaders are engaged in 
advocacy role for local and 
state Extension programs 

 
Agent Leadership 

 Agent role model of 
professionalism  

 Agent is often recruited to 
serve on district or statewide 
planning committees because 
of expertise and/or cutting 
edge programs 
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Educational Programming 
 

Does Not Meet 
Expectations 

Meets 
Expectations 

Occasionally Exceeds 
Expectations 

Consistently Exceeds 
Expectations 

 
 Very little programming 

efforts are evident 
 Agent programming efforts 

are mostly self identified 
 Little effort is given to adopt 

information to be useful by 
clientele 

 Limited connection with 
Specialists on programming 
efforts 

 Programming efforts are 
mostly repeats of past 
programs 

 Little effort is given toward 
measuring outcomes of 
programs 

 Programs are not closely 
linked to Plan of Work and/or 
Affirmative Action Plan 

 Reports of programming 
efforts have very little value 
in documentation of program 
success and use with decision 
makers 

 Programs are not based on 
researched based information 

 

 
 Agent programming is 

reflective of local leadership 
input 

 Educational programs uses 
recommended research based 
information and materials 
developed from that 
information 

 Program delivery is adopted 
to meet the needs of the 
clientele and various delivery 
methods are used 

 Agent works with specialists 
to conduct programs 

 New programs are built on 
outcomes of past program 
accomplishments 

 Reports of programming 
efforts are timely and 
measure quality outcomes 

 
 Agent programming is 

reflective of the directives 
given by advisory groups and 
are connected to educational 
goals identified in the Plan of 
Work 

 Agent delivers new, research-
based information as 
provided by Specialists/UK 
College of Agriculture, Food 
and Environment/appropriate 
experts 

 Agent is sought by specialists 
to conduct pilot programs 

 Programs designed to build 
on past program outcomes  

 Outcomes of programming 
measure progress of clientele 
in movement toward SEEC 

 Creative and new methods to 
deliver programming is 
evident 

 Reports are timely and are of 
a quality to be used with 
decision makers 

 

 
 Agent programming is clearly 

evident of thrusts identified 
by leaders and leaders 
actively implement those 
educational efforts 

 Leaders are active in 
collecting educational 
programming evaluation and 
work with agent in 
development of next 
educational programming 
efforts 

 Programming is recognized 
by local clientele, leaders, 
and University administration 
as leading edge and first 
adopters of new technology 
and is adopted by others in 
the system to duplicate 

 Agent is a first adopter of the 
use of new technology in 
programming delivery as 
appropriate 
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Accountability & Public Relations 
 

Does Not Meet 
Expectations 

Meets 
Expectations 

Occasionally Exceeds 
Expectations 

Consistently Exceeds 
Expectations 

 
 No efforts of communication 

with clientele 
 Reports are usually late or 

completed at the 
deadline/submitted only after 
reminders 

 Limited evaluation of 
programming efforts are 
given to leaders without 
discussion 

 Mass media efforts are very 
limited and infrequent 

 Agent appearance and 
performance reflects 
negatively on the university 

 
 Reports are usually 

completed in a timely manner 
 Major programming efforts 

are evaluated for 
programming success and 
future programming efforts 

 Evaluations reflect knowledge 
gained 

 Major program effort results 
are shared with clientele and 
leaders 

 Recruits students to attend 
UK 

 Markets to local clientele 
major activities of the College 

 Uses newsletters, newspaper, 
web, radio and/or TV to 
inform clientele of 
programming and other 
information 

 Marketing of Extension is a 
regular on-going effort 

 Regularly uses non-
discriminatory statements in 
communications and follows 
documentation requirements 

 Agent appearance and 
performance reflects 
favorably on the university 
 

 
 Reports are accurate and on 

time 
 Major programming efforts 

are evaluated, with leaders 
taking an active role in 
collecting information 

 Evaluations reflect practice 
change or SEEC 

 Programming efforts are 
shared and discussed with 
leadership for use in 
marketing of Extension  

 Serves on planning and 
implementation committees 
of the College  

 Active and effective user of 
expanded methods to 
communicate with clientele in 
a timely on-going manner 

 Agent appearance and 
performance conveys a 
professional image to the 
community 

 
 Reports are accurate and on 

time  
 Reports can be shared 

directly with decision makers 
and foster support for UK CES 

 Most all programs are 
evaluated with assistance of 
leaders and discussed with 
leaders 

 Outcomes of programs are 
shared with people outside of 
Extension to help them 
understand the importance of 
programming to the whole 
community 

 Agent is a first adopter of 
new methods to 
communicate with clientele 
and is able to demonstrate 
connectivity with audiences 

 Agent is recognized by non-
user clientele as a result of 
mass media efforts which 
creates a positive image of 
the University of Kentucky 

 Agent professionalism is a 
role model to others 
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Facilitation/Collaboration/Teamwork 
 

Does Not Meet 
Expectations 

Meets 
Expectations 

Occasionally Exceeds 
Expectations 

Consistently Exceeds 
Expectations 

 
 The agent has limited or no 

collaboration with other 
organizations, agencies, 
agents and co-workers 

 The agent collaborates with 
other groups that are mostly 
within their program area 

 Does not carry out their office 
coordinator role very well or 
does not fulfill all the 
requirements of the position 

 Is frequently involved in 
inner-office conflict 

 Avoids helping to find a 
solution to office conflicts 

 Educational programming has 
little involvement with other 
agents in the office 

 Educational programming is 
conducted solely for or works 
with limited clientele 

 

 
 Agent collaborates with other 

organizations, agencies, and 
groups in programming 
efforts 

 Effectively serves in the office 
coordinator role they have 
assigned 

 Communicates with the total 
office staff  

 Supports other agents and 
staff with their programming 
efforts 

 Remains unbiased when 
working with community 
issues and provides 
information to all parties 

 
 Collaborations with other 

groups leads to new 
audiences seeking 
opportunities to participate in 
Extension programs 

 Is effective in coordinator role 
while involving others in the 
decision making process so as 
to make them involved in the 
decisions 

 Works to be the catalyst of 
resolution in office conflicts 
and helps to maintain 
harmony in the work place 

 
 Collaborations with other 

groups and/or organizations 
are diverse and reflective of 
the total community spectrum 
of issues 

 Is a role model in conducting 
their office coordinator role 

 Actively works to resolve 
office conflicts and bring 
about office harmony 

 
 



 

6 
 

Service 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Does Not Meet 
Expectations 

Meets 
Expectations 

Occasionally Exceeds 
Expectations 

Consistently Exceeds 
Expectations 

 
 Only responds to requests for 

assistance by clientele that 
they wish to.   Responses to 
client requests are not timely 
or are not answered. 

 
 Responds to all requests for 

assistance by clientele in a 
reasonable amount of time 

 Provides training to office 
staff to insure that forms 
connected with samples from 
clientele are filled out 
correctly and completely  

 

 
 Maintains a system to provide 

clientele information even in 
times when agent is away 
from the office 

 Uses new technology to 
speed the response time for 
clientele requests and provide 
recommendations 

 
 Requests for assistance and 

information are used to 
develop future programming 

 Client requests are often 
followed up on to insure that 
information was useful in 
resolution of problems 



 

 

University of Kentucky  

Campus Core Competencies 

Core competencies are the skills, areas of knowledge, or abilities all employees need to be successful at the University of Kentucky.  The descriptions below provide some 

examples of behaviors exemplifying the core competencies, but they may include other behaviors as well.  Supervisors will provide supporting comments for the ranking. 

 Needs Improvement rating in this competency 
may be exemplified by: 
 

Meets Expectations rating in this 
competency may be exemplified by: 
 

Exceeds Expectations rating in this competency may 
be exemplified by: 
 

Dependability  Has attendance or tardiness issues that 
are unrelated to any protected leave. 

 Fails to maintain acceptable quality in 
work. 

 Consistently fails to complete tasks or 
assignments without explanation. 

 Fails to communicate with supervisor 
on workload issues. 

 

 Maintains consistent attendance 
and punctuality. 

 Completes work on time and with 
minimal supervision. 

 Addresses any workload issues 
with supervisor. 

 Meets organizational standards 
for work quality. 

 

 Fulfills commitment in face of changes in 
workload and responsibilities. 

 Ensures that team responsibilities are 
fulfilled not just individual assignments. 

 

Diversity and Inclusion 
 

 Generally is not effective with 
individuals or groups different from 
him or her. 

 Acts inappropriately with those 
different from him or her. 

 Displays insensitivity to differences in 
others. 

 Vocalizes stereotypes of different 
groups. 

 

 Treats coworkers and customers 
with dignity and respect. 

 Demonstrates respect and 
appreciation for individual and 
cultural differences. 

 Fosters a sense of belonging for 
all individuals. 

 

 Consistently advocates value of diversity to 
others. 

 Initiates discussion of work matters related 
to diversity, even when those discussions 
may be uncomfortable. 

 Seeks understanding through establishing 
relationships with people of other cultures 
and backgrounds. 

 Demonstrates commitment to increasing 
overall knowledge of diversity.  

 Persists in efforts to recognize diversity and 
awareness shortfalls. 

 

Initiative  Does not ask questions to get 
necessary information. 

 Waits to be asked or instructed to do 
routine assignments or tasks. 

 Waits for others to solve or address 
problems. 

 Avoids assisting others. 

 Fails to anticipate needs. 

 Asks questions to get necessary 
information. 

 Actively volunteers to assist 
others when workload can 
accommodate. 

 Takes action to solve problems. 

 Prepares to handle upcoming 
problems and workload. 

 Asks questions to get information and reveal 
unstated needs. 

 Actively volunteers to assist when workload 
can accommodate. 

 Anticipates needs and problems and takes 
action to address. 

 Seeks to improve knowledge and skills of 
self and others. 



 

 

 Takes steps to improve knowledge and 
skills only when instructed to do so. 

 

 Occasionally offers ideas for 
improvements and or projects.  

 Seeks to improve own knowledge 
and skills. 

 Consistently brings forth ideas for 
improvements. 

 Consistently generates ideas for projects 
that further goals of the unit. 

 

Integrity  Does not have the confidence of 
coworkers and others. 

 Routinely makes promises he or 
she doesn’t or can’t keep. 

 Fails to exercises discretion with 
sensitive information. 

 Lacks follow through, causing 
problems for others. 

 Lacks regard for time and other 
resources. 

 

 Has the confidence of 
coworkers and customers.   

 Presents the truth in an 
appropriate manner. 

 Keeps confidences. 

 Maintains organizational and 
professional standards in work 
and interactions with others. 

 Admits mistakes. 

 Is a good steward of 
resources. 

 

 Presents the truth appropriately when 
doing so may be unpopular or personally 
disadvantageous. 

 Maintains organizational and 
professional standards under pressure. 

 Serves as an example to others. 

 Encourages wise use of resources. 
 

Interpersonal 
Relationships 

 Fails to work cooperatively with 
others. 

 Withholds information from others. 

 Does not consider effect of actions 
on others. 

 Fails to address conflicts in a 
constructive manner. 

 Expresses self in a combative or 
destructive manner. 

 Does not work toward positive 
relationships with others. 

 

 Works cooperatively with 
others. 

 Appropriately shares 
information with others. 

 Considers effect of behavior 
on others. 

 Works to maintain positive 
relationships with others. 

 Addresses conflicts in a 
constructive manner. 

 Communicates in a respectful 
manner. 

 Is a model for cooperative relationships. 

 Actively works to ensure others have 
needed information. 

 Exhibits exemplary behavior in all 
working relationships. 

 Is a leader in resolving conflicts. 

 Works to maintain positive relationships 
among all group members. 

 Promotes respectful communication 
among all group members. 

 

 



Evaluation Indicator

Rating 

(1-5)

B/C/A % 

Weight

Indicator 

Score

Overall % 

Weight Final Score

30% 0

20% 0

50% 0

SUM = 0

Program 1 0

Program 2 0

Program 3 0

Program 1 0

Program 2 0

Program 3 0

Program 4 0

Program 5 0

TOTAL # OF PROGRAMS 0

SUM = 0

0

0

0

0

0

0%

SUM = 0
Leadership Competencies & 

Behaviors 0 10% 0

Volunteer Recruitment & 

Management 0 10% 0

Financial/In-Kind Support; Honors, 

Awards, Recognition 0 4% 0

Professional Development 0 4% 0

Service Activities 0 2% 0

#DIV/0!Agent Overall Rating =

Benchmarks/Criteria/Activities (B/C/A)

Program-related IST/competency development

Statewide Programs

Local Programs

Agriculture

Natural Resources

0

0

Program Delivery, Implementation, 

& Evaluation
30% #DIV/0!

Family & Consumer Sciences

4-H Youth Development

Community Resource Development

20%

20%

Program Planning & Development

Other Extension Activities / 

Responsibilities

Assessing & communicating local/regional needs

Extension Advisory Committee efforts



RATING KEY

Unsatisfactory (1) - Quality and/or quantity of work does not meet expectations.  Performance is below a level appropriate for this position.

Needs Improvement (2) - Quality of work is substandard, often requiring more than normal supervision, has trouble meeting deadlines, and on many 

Satisfactory (3) - Individual performance at "satisfactory" level. Tasks and goals are being accomplished in a timely and competent manner.

Excellent (4) - Quality and quantity of work is consistently meritorious; goals are regularly exceeded; Individual is highly productive; individual recognized 

Superior (5) - Preeminent distinction resulting from consistent outstanding meritorious accomplishments.





MSU‐ES Agent Annual Evaluation Form 

County Coordinator Supplemental Evaluation 
 

Name of Agent:      _________  __     Rank:   ________  Evaluation Type:  Self     Supervisor 

Percent Responsibility (must equal 100%): AG_____   NR_____  FCS_____  4‐H_____  CRD_____ 

Evaluation Period: ____________________ to ____________________     
              Start      End   

 
   

County Coordinator – Overall Leadership (Click HERE to be linked to definitions)  

(THIS SECTION TO BE COMPLETED ONLY BY/FOR AGENT WITH COUNTY COORDINATOR RESPONSIBILITIES) 

A. Overall/Executive Advisory Committee 
 

 

B. Budget Planning Management 
 

 

C. Communication & Relationship with 
County Government 

 

 

D. Personnel Management in County 
Extension office 

 

 

E. Communication with other Agents, 
Faculty & Staff 

 

 

Additional Comments: 

 

 

 

 

 

 

 

 

 

 



INSTRUCTIONS: Use the Rating Calculator Excel worksheets (“Agent Overall” AND “CC Only”) to 

calculate final score for each evaluation indicator. Record overall rating in the appropriate box below. 

Print and attach completed spreadsheets to the end of this document. 
 

Agent’s Self‐Evaluation   Evaluation by Supervisor  

OVERALL RATING    OVERALL RATING  

Supervisor Comments*: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RATING SCALE: 
Unsatisfactory (1)** ‐ Quality and/or quantity of work does not meet expectations.  Performance is below a level appropriate for this 
position. 

Needs Improvement (2)** ‐ Quality of work is substandard, often requiring more than normal supervision, has trouble meeting 
deadlines, and on many occasions with unacceptable errors.   Corrective action is required to improve performance.   

Satisfactory (3) ‐ Individual performance at "satisfactory" level. Tasks and goals are being accomplished in a timely and competent 
manner. 

Excellent (4) ‐ Quality and quantity of work is consistently meritorious; goals are regularly exceeded; Individual is highly productive; 
individual recognized beyond the unit. 

Superior (5) ‐ Preeminent distinction resulting from consistent outstanding meritorious accomplishments.  
 

*Supervisor comments are required. 
**An overall rating of Unsatisfactory or Needs Improvement requires a performance improvement plan. 



 
 
 
 

 
 

 

County Coordinator – Overall Leadership

A. Overall / Executive Advisory Committee ‐ Meets at least twice a year, rotation plan, 
geographical, socioeconomic, racial representation, and minutes recorded and filed.  

B. Budget Planning Management ‐ Submit a county budget on a timely basis, work with 
appropriate county staff, seek and manage financial resources for equipment, 
operation and facilities.  

C. Communication & Relationship with County Government ‐ Inform Board of 
Supervisors of office activities/programs at least annually. Attend appropriate county 
meetings, involve individuals from county government on advisory committees and in 
programs/activities as appropriate. 

D. Personnel Management in County Extension Office – Participate in filling positions 
consistent with MSU and county procedures, address personnel issues appropriately, 
complete staff evaluations and other documents in a timely manner. Appoint acting 
leadership when extended absence from office. Hold monthly staff 
meetings/conferences. 

E. Communication with other Agents, Faculty & Staff ‐ Demonstrate efforts to maintain 
open, consistent communication with colleagues, encourage collaboration and cross‐
programmatic initiatives, etc. 
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MSU-ES Agent Annual Evaluation Form 
 

Name of Agent:  _____________________________     Rank: ________      Evaluation Type:  Self     Supervisor 

Percent Responsibility (must equal 100%): AG_____   NR_____  FCS_____  4-H_____  CRD_____ 

Evaluation Period: ____________________ to ____________________    
           Start   End  

County:   Date of Evaluation:   

Assessment of Performance:  The following comments are an assessment of the agent’s annual performance and progress 
toward promotion as determined by the MSU-ES Career Advancement Guidelines. 
 

EVALUATION INDICATORS (Click on each indicator to be linked to definitions, examples, etc.) 

Program Planning & Development of 
Educational Programs (For current year) 

 

 
 

Program Delivery (Instruction), 
Implementation, & Evaluation of 
Educational Programs (For current year) 

 

 
 
 

 

Other Instructional Extension Activities / Responsibilities (If a particular program area is not applicable, indicate with NA) 

 

Agriculture  
 

Natural Resources  
 

Family & Consumer Sciences  
 

4-H Youth Development  
 

Community Resource Development  
 

Leadership Competencies & Behaviors 

 
 
 
 

Volunteer Recruitment & Management 
(including training/teaching) 

 

 
 

 

Financial / In-Kind Support;  
Honors, Awards, & Recognition 

 

 
 

 

Professional Development 

 

 
 

  

Service Activities 

 

 

 
 

 

 

 



 

 

Plan of Work and Goal Setting (Expand on the Plan of Work submission in Digital Measures) 

Program Planning and Development of Educational Programs (For coming year) 

Statewide and local programs only. Do not include Other Extension Activities/Responsibilities here. 
 
 
 
 
 
 
 
 
 

Program Delivery (Instruction), Implementation, & Evaluation of Educational Programs  (For coming year) 

Statewide and local programs only. Do not include Other Extension Activities/Responsibilities here. 
 
 
 
 
 
 
 
 
 
 

Additional Instructional Goals (Related to all other Evaluation Indicators; to be discussed between agent and supervisor): 

 

 
 
 
 
 
 
 
 
 

 
 

Comments: (optional) 

 

 
 
 
 
 
 
 
 
 
 

 

This section to be completed ONLY if employee does not have a Master’s degree. 

Hire Date 
(as Agent): 

Degree Start Date: 
Anticipated Degree  
Completion Date: 



 

 

INSTRUCTIONS: Use the Rating Calculator Excel worksheet (“Agent Overall”) to calculate final score 

for each evaluation indicator. Record overall rating in the appropriate box below. Attach completed 

spreadsheet to end of this evaluation. 
 

Agent’s Self-Evaluation  Evaluation by Supervisor  

OVERALL RATING  OVERALL RATING  

Supervisor Comments*: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RATING SCALE: 
Unsatisfactory (1)** - Quality and/or quantity of work does not meet expectations.  Performance is below a level appropriate for this 

position. 
Needs Improvement (2)** - Quality of work is substandard, often requiring more than normal supervision, has trouble meeting 

deadlines, and on many occasions with unacceptable errors.   Corrective action is required to improve performance.   
Satisfactory (3) - Individual performance at "satisfactory" level. Tasks and goals are being accomplished in a timely and competent 

manner. 
Excellent (4) - Quality and quantity of work is consistently meritorious; goals are regularly exceeded; Individual is highly productive; 

individual recognized beyond the unit. 
Superior (5) - Preeminent distinction resulting from consistent outstanding meritorious accomplishments.  
 

*Supervisor comments are required. 
**An overall rating of Unsatisfactory or Needs Improvement requires a performance improvement plan. 
 
  



 

 

 

Progress Toward Promotion:  (Check appropriate box) 

Satisfactory ☐ Unsatisfactory ☐ 

 
Employee Comments: (Please respond about anything you need help with, how your supervisor can assist you in 

accomplishing your goals, and/or what resources you need.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

I understand that my signature does not mean that I necessarily agree or disagree with the performance 
appraisal. It has been discussed with me, and I have received a copy of the performance appraisal document. 

______________________________________________________ 
Signature of Agent 

____________________ 
Date 

 
 
I certify that I have reviewed this evaluation with this employee and that this report represents my true and 
complete appraisal of this employee during the evaluation period. 
 
 
______________________________________________________ 
Signature of Supervisor 

 
 
____________________ 
Date 

 



 

 

MSU-ES Agent Annual Evaluation Guidelines 
The following pages provide definitions and explanations for each of the evaluation indicators and leadership 
competencies and behaviors included in the evaluation form. Please direct questions for further clarification 
to your respective Regional Extension Coordinator and/or Associate Director. 
 

Evaluation 
Indicators 

Minimum Benchmarks, Criteria and/or Expected Activities 

Program Planning 
& Development of 
Educational 
Programs 

 Assessing and communicating local/regional needs. This Includes all work involved in 
systematically assessing the needs of the community that can be addressed through 
education, including seeking input from:  
- Local leaders and clientele groups 
- County Extension Advisory Councils 
- Program area/issue committees 
- Individual clientele, agencies, and organizations 
- Extension issues/initiatives planning 
- Other Extension professionals and faculty (on a county, regional or state level)   

 Selection of statewide and local programs, based on local/regional needs for 
Agriculture, Natural Resources, Family & Consumer Science, and Community 
Resource Development. 

 Selection of statewide and local programs for community and in-school 4-H clubs 
(refer to 4-H National Headquarters Fact Sheet for the national standards of forming 
a 4-H club). 

 Strategies for civil rights / affirmative action compliance 

 Extension advisory committee/council (for primary programmatic area) meets at 
least twice a year, rotation plan, geographical, socioeconomic, demographic 
representation, and minutes recorded and filed. 

 Statewide program-related in-service training and/or competency development, 
(report other professional development in “Professional Development” section) 

Program Delivery 
(Instruction), 
Implementation, 
& Evaluation of 
Educational 
Programs 

For each Extension program delivered, provide the following information: 

 Name of Program   

 Statewide* or local program? 

 Situation statement 

 Target audience(s) 

 Delivery method(s) – direct / indirect 

 Strategies for civil rights / affirmative action compliance 

 Evaluation tools/methods 

 Outcomes and Impacts 

 Direct contacts related to this program 

 Hours spent on planning, delivery, and evaluation 
 

*Each agent should identify at least two (2), but no more than three (3) statewide 
programs each year. 
 
REPEAT FOR EVERY EXTENSION PROGRAM DELIVERED IN CALENDAR YEAR 

  

https://nifa.usda.gov/sites/default/files/resource/What%20is%20a%20Club%20v.7-11.pdf
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Other Instructional Extension Activities / Responsibilities (by Program Area) 
Definition: In response to and/or in support of county needs, outside of the Extension programs identified in the 
previous section. Each of the five (5) program areas below identifies the critical areas that should be addressed by 
agents via outreach activities or other methods throughout the year, such as: 

 Teaching (non-formal workshops, presentations, seminars, etc. that are not part of an official statewide or local 
Extension program) 

 Consulting (phone, walk-ins, site visits, etc.) 

 Group Process Facilitation (engaging and leading groups in learning processes/activities for collaboration, 
teamwork, or strategic planning) 

 Creation of educational materials (audiovisual presentations, brochures, fact sheets, newsletters, press releases, 
etc.) 

 Affirmative Action/Civil Rights Compliance – Be aware of all affirmative action (AA) rules, maintain files, submit 
timely reports, discuss AA with programmatic Advisory Committee, use non-discriminatory and ADA statement 
on all written materials, ensure equal access for groups associated with Extension programs/activities. 

 Other 

 

Agriculture 

 Beef 

 Equine 

 Forestry 

 Row Crops 

 Forages 

 Master Gardener Volunteers 

 Water 

 Wildlife 

 Soil Fertility 

 Home horticulture –  lawn  

 Home horticulture -- 
ornamental  

 Home horticulture 
–  vegetable 

Natural 
Resources 

 Beef 

 Equine 

 Forestry  

 Row Crops  

 Forages 

 Master Naturalist Volunteers 

 Water  

 Wildlife  

 Soil Fertility  

 Home horticulture –  lawn 

 Home horticulture -- 
ornamental  

 Home horticulture 
–  vegetable 

Family & 
Consumer 

Sciences 

 Apparel and Textile Design/ 
Merchandising  

 Family Science 

 Food, Nutrition, & Health 

 Hospitality 

 Interior Design  

 Communications 

 Mississippi Homemaker 
Volunteers 

 Consumer Economics & 
Financial Planning 

4-H Youth 
Development 

 4-H Ambassadors Program 
(including Ambassador 
Training)  

 4-H Legislative Day  

 Land Judging Events  

 4-H State Congress  

 4-H Project Achievement Day 
Activities  

 4-H Livestock/Animal Science 

 4-H North/South Cookout 
activities/events  

 National 4-H Conference  

 Cooperative Leadership 
conference 

 Mississippi State Fair 4-H 
Activities  

 National 4-H Congress  

 4-H Shooting Sports  

 Other district/state activities  

 4-H Record Book activities  
- Banner Club Volunteer 

Records  
- Advisory Record  
- County Council  
- Resume/interview activities  

Community 
Resource 

Development 

Facilitating or contributing to the development or enhancement of local community resources 
(social, economic, and environmental). Examples include: 

 Hosting a meeting of local 
elected and appointed 
officials to gain trust, 
credibility, and “buy in” to 
help facilitate the effective 
delivery of educational 
programs. 

 Participating in local 
Economic Development or 
Chamber of Commerce 
boards/committees.  

 Participating in the local 
Emergency Operation 
Center’s (EOC) emergency 
support functions as 
assigned. 

 Group Process Facilitation 
(engaging and leading groups 
in learning 
processes/activities for 
collaboration, teamwork, or 
strategic planning) 

 Raising awareness of MSU 
resources available to 
community members/groups 
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Leadership 
Competencies & 
Behaviors 

 Effectively conveys information and expresses thoughts and facts. Demonstrates 
effective use of listening skills and displays openness to other people’s ideas and 
thoughts. Expected behaviors include: 

o Communicating effectively, adjusting communication styles to different 
situations, audiences and people. 

o Creating an environment that ensures open communications. 
o External promotion of Extension and its programs and events in the local market. 
o Engaging clients, potential clients, volunteers, and others through social media. 
o Developing and/or contributing to local accountability communications to Board 

of Supervisors and other stakeholders. 
o Responding to public requests for information or assistance in a courteous and 

timely manner. 
o Maintaining a positive, professional image for Extension in the local community. 

 Works cooperatively and effectively with others to achieve common goals. 
Participates in building a group identity characterized by pride, trust and 
commitment. Expected behaviors include: 

o Providing guidance, delegates responsibility, and ultimately approves methods of 
accomplishing given goals. 

o Accepting responsibility for implementation of team goals. 
o Valuing the contribution of all team members and engenders group integrity 
o Encouraging and expecting equal contribution from all team members. 
o Strengthening inter-office dynamics by exhibiting and encouraging collegiality 

 Demonstrates the ability to work effectively in an environment consisting of diverse 
individuals from varying backgrounds and cultures. Expected behaviors include: 

o Valuing the perspectives and contributions of all people. 
o Recognizing that individuals from different communities have different strengths 

and needs, and that different cultures impact how people think and behave. 
o Helping ensure that all employees are listened to and that all backgrounds are 

respected. 
o Is open to change and works to encourage open, honest dialogue that helps 

foster an inclusive work and learning environment. 

 Takes action beyond required or expected effort and proactively originates action 
rather than only responding to suggestions and directions from others. Expected 
behaviors include: 

o Establishing goals for oneself and others that are reachable, but also challenges 
to do better than before. 

o Proactively seeking out and seizing opportunities that will further MSU 
Extension’s mission. 

o Demonstrating perseverance in working and focusing on a difficult problem until 
it is resolved. 

o Coaching and motivating others to put extra effort into assignments and assume 
additional responsibilities. 
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Volunteer 
Recruitment & 
Management 

 Non 4-H Volunteer groups (e.g. Master Gardeners, Master Naturalists, MS 
Homemaker Volunteers, etc.) 

- Volunteer recruitment activities 
- Orientation, training, and teaching of volunteers 

 4-H Volunteers  

- Number of certified 4-H volunteers 

- Number of non-certified 4-H volunteers  
- MS Volunteer Leaders activities  

o State Leader Conference  
o North/South Leader forum  
o County Volunteer leader training  
o National Volunteer Week activities  
o Volunteer recruitment activities 
o Orientation, training, and teaching of volunteers 

 Value of volunteer hours (https://www.independentsector.org/volunteer_time -- 
use MS value) 

Financial / In-Kind 
Support 
 

Honors, Awards, 
Recognition 

 Grants 

 Donations  

Relevant to the profession 

Professional 
Development 

 From MSU-ES (do not include statewide program-related training/competency 
development here)            

 From a professional organization / association 

 Other (i.e. continuing education, including progress toward an advanced degree) 

Service Activities 

These are activities performed outside of the agent’s professional responsibilities. 

 MSU-ES 

 MSU 

 Professional organizations / associations 

 Community (including faith-based activities) 
 

 

 

https://www.independentsector.org/volunteer_time
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Introduction 
 
The Performance Review Process 
 

The primary purpose of the performance review & development process for 
the Oklahoma Cooperative Extension Service is to strengthen the professional 
skills and abilities of extension educators in county offices and area specialists. 
The review process can improve the educator’s job performance by identifying 
those elements of programming or professional conduct that indicate strength 
and those where improvement is needed. Performance reviews allow educators 
and area specialists to gauge how they are progressing in the organization and 
provide opportunities for discussion between educators and supervisors that 
create and promote professional development and growth. They also provide 
administrators opportunity to contribute to educational programming and 
recognize and reward professional achievement.  The overall purpose of a 
performance review is to build, encourage and promote the highest form of 
service that an educator can render and simultaneously provide the educator a 
rewarding professional career through continuous professional growth. 

  
Combined with an honest self-review, the annual performance review 

determines relative performance compared to established criteria. It also 
identifies strengths and weaknesses related to job performance and training 
needs. An effective performance review contributes to the development of 
personal goals for future performance and professional development.  

  
The performance review focuses on three main areas: professionalism, 

programming and professional development. The Performance Review Criteria, 
listed on pages 7-9, have a direct link to general position descriptions that include 
core and functional competencies for extension educators in county offices and 
area specialist positions. 

  
Performance review is a continuous process that involves long-term plans of 

work, annual implementation plans, program activity reports, program impact 
statements, involvement in professional development opportunities, personal 
observation, peer review and other materials submitted and collected throughout 
the program year. Overall, performance reviews reflect achievements and 
behaviors exhibited during the program year and are considered in the context of 
what is needed for individual and institutional success. 

  
The Performance Review Criteria are the standards against which an 

extension educator’s performance is measured and described. Successful 
educators use innovation and creativity to enhance programs.  They demonstrate 
quality work habits and accomplishments worthy of recognition.  Educators 
complete tasks and projects thoroughly with a consistent work output and 
manage responsibilities of their position in an effective manner. 
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If the overall level of performance of an educator fails to sufficiently achieve 
relevant performance review criteria as determined by the evaluator, the 
educator is considered to need improvement.  Upon that determination a 
professional improvement plan will be required.  Performance will be monitored 
and progressively evaluated to determine progress toward meeting expectations 
as outlined in the professional improvement plan.   

 
Unsatisfactory performance is defined as when professionalism and/or job 

knowledge is consistently inadequate, programming in assigned subject matter 
areas is consistently unacceptable and fails to fulfill the mission of the Oklahoma 
Cooperative Extension Service, when the extension educator repeatedly fails to 
respond to administrative supervision, or the educator fails to satisfy prescribed 
plans for improvement.  In these cases, individuals must respond immediately to 
prescribed goals for performance improvement if termination is to be avoided.  

 
Professional development 
 

The professional development portion of this process focuses on the 
identification of opportunities for professional growth that provide the tools for 
enhanced performance, greater job satisfaction and a higher level of meritorious 
service. This additional goal of the performance review and development process 
is to enhance professional development ensuring the educator opportunity to 
grow professionally, be valued for his/her accomplishments and to be fairly 
rewarded for those accomplishments. 

 
Clearly stated goals for professional development allow administrators to do a 

better job of providing meaningful feedback to educators and specialists on this 
subject.  Setting clear, attainable, and challenging goals and work objectives 
allows Extension professionals to focus on results.  Professional development 
goals should be based on strengths and opportunities for growth.  They should 
be stated in terms of performance or behavioral change, rather than awards or 
similar recognition.  Goals should be stated in terms that recognize their effect on 
programming, professional growth or specific technical capacities of the educator 
or specialist.    

 

When Performance Reviews Will Be Conducted 
 
 Performance review is an ongoing process and should occur at any time 
during the year that feedback from an extension educator’s performance 
becomes available. Extension educators should not have to wait for the 
scheduled annual review conference to receive feedback on the quality of their 
performance. Therefore, extension educators and area specialists are 
encouraged to frequently communicate to district staff plans and results of  
program efforts, such as success stories, newsletters, impact statements and 
other documentation. 
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 The performance & professional development efforts of all  educators will be 
appraised each year.  Annual performance reviews are of two types.  Formal 
reviews are conducted at three-year intervals, annually during the first three 
years an educator serves in any new assignments, or upon the request of the 
educator or the district director.  Informal reviews are conducted in intervening 
years.  The informal review is intended to be a mid-cycle check of progress and 
accomplishment  since the last formal review.  Performance reviews will be 
performed between January 1 and March 30. 
 

 Instructions for Extension Educator  
& County Extension Director 

 Performance Reviews 
 
Preparing for the Review Process 
 
1. Educators are responsible for maintaining an appropriate plan of work, for 

preparing a monthly timeline based on that plan and for reporting against the 
timeline each month.  Those reports provide the base documentation for 
performance review. 

2. All educators and area specialists are responsible for preparing a self-review 
and submitting it along with supporting documentation to his/her immediate 
supervisor for review.  Supporting documentation is based upon but not limited 
to those activities and accomplishments reported on the monthly timeline. 

 
Formal Performance Review of County Educators 
 
1. The CED reviews the educator’s self-review and support documentation, 

prepares his/her review of the educator using the performance review form 
and schedules a meeting with the educator to conduct an evaluation.  

2. Upon completion of the evaluation both the educator and the CED sign the 
performance review form.  (The signatures acknowledge completion of the 
county-level performance review process but do not imply the agreement  of 
both parties regarding the results of the evaluation.)  The CED forwards the 
self-review, support documentation, and completed evaluation to the district 
director.  Completed reviews are due in the district  office by January 1. 

3. The district director solicits additional input* and prepares his/her evaluation of 
the educator using the performance review form.  He/she schedules a meeting 
with the educator to evaluate the educator’s performance. 

4. Upon completion of the performance review both the educator and the district 
director sign the evaluation.  (The signatures acknowledge completion of the 
formal evaluation process but do not imply concurrence of both parties 
regarding the results of the performance review.) 

5. The district director provides a copy of the performance review to both the 
educator and CED.  The original performance review document is filed. 
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Informal Performance Review of County Educators 
 
1. The CED reviews the educator’s self-review and support documentation and 

then schedules a meeting with the educator to discuss their performance. 
2. The CED prepares a letter, addressed to the educator, summarizing the major 

points of that discussion. A copy of the self-review and the letter are forwarded 
to the district director. 

3. The district director follows up as appropriate.  A copy of any correspondence 
and  self review is maintained in the district director’s files. 

 
Formal Performance Review of County Extension Directors 
 
1. The district director reviews the CED’s self-review, solicits additional input* 

and prepares his/her performance review. 
2. The district director schedules a meeting with the CED. 
3. Upon completion of the formal performance review, both the CED and the 

district director sign the evaluation.  (The signatures acknowledge completion 
of the evaluation process but do not imply agreement of both parties regarding 
the results of the performance review.) 

4. The district director provides a copy of the performance review to the CED.  
Then the district director files the original performance review. 

 
Informal Performance Review of County Extension Directors 
 
1. The district director reviews the CED’s self-review and schedules a 

conference to discuss the CED’s performance. 
2. The district director prepares a letter, addressed to the CED, summarizing the 

major points of the discussion. 
3. The district director follows up as appropriate. A copy of any correspondence 

and the self-review is maintained in the district director’s files. 
 
Formal Performance Review of Area Specialists 
 
1. The district director reviews the area specialist’s self-review and support 

documentation, solicits additional input from the respective department head 
and field staff and others as appropriate, and prepares his/her evaluation of 
the area specialist  using the performance review form.  A meeting with the 
area specialist to review their performance is scheduled. 

2. Upon completion of the performance review both the area specialist and the 
district director sign the evaluation.  (The signatures acknowledge completion 
of the formal evaluation process but do not imply agreement of both parties 
regarding the results of the performance review.) 

3. The district director provides a copy of the performance review to the area 
specialist.    Then the original performance review document is filed. 
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Informal Performance Review of Area Specialists  
 
1. The district director reviews the area specialist’s self-review and support 

documentation and follows up as appropriate.  A copy of any correspondence 
and  self review is maintained in the district director’s files. 

 

*Sources of additional input:  other extension personnel, local leaders and clientele as appropriate  
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Performance Review Criteria 
  

Section 1.  Professionalism 
 

Professionalism refers to characteristics of extension educators and area 
specialists in the context of their contribution to the effectiveness of the work 
environment and the quality and availability of educational programming.  
Extension educators are expected to exhibit qualities that provide for a safe, 
cordial and productive learning environment for clientele and workplace for 
OCES staff. 
 
Professional Conduct 
 

 The educator’s office decorum is professional, befitting an extension of the 
university and conducive to serving clientele.  Written, oral and electronic 
communication, for intra-office use and with clientele, reflects forethought and 
professionalism in purpose and content.  The educator is punctual in the keeping 
of appropriate office hours and at educational extension events.  Office time is 
effectively used for program development, organization, clientele calls, etc.  
Dress and personal qualities are appropriate for the immediate work 
environment.  Relationships with extension coworkers—including other educators 
or area specialists, advisory committee members, organization partners, 
clientele, clerical assistants and program assistants—are cordial and respectful.  
Commitments are faithfully met for clientele and coworkers.  Honest and ethical 
behaviors and attitudes are practiced at all times.  Contact with clientele is 
respectful, fulfilling and productive.  Requests from clientele are addressed in an 
appropriate, forthright and timely manner. 
 
Teamwork 
 
 The educator or area specialist recognizes and respects the resources of 
OCES and the demands on them, including other educators, specialists and 
administrators.  The  educator effectively cooperates with educators in other 
counties, area, district and state specialists, and administrators in a reciprocal, 
productive and respectful manner.  The educator initiates and cooperates in  
teamwork efforts, both in programming and facilitation efforts.  Personnel, 
equipment and fiscal resources are managed efficiently.  
  
Compliance with Policy and Procedure 
 
 Educators and area specialists complete and submit reports and address 
special requests promptly relative to deadlines or inquiries from other educators, 
administrators or program requirements.  Use of annual, sick and study leave is 
appropriate.  Knowledge and respect of OCES policy and procedure is 
consistently demonstrated in all areas of official conduct.  
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Technical, Programming and Teaching Expertise 
 
 Technical, programming and teaching expertise is cultivated in an organized 
fashion through participation in extension sponsored in-service events, formal 
educational pursuits, area and state specialist assistance and a constant, 
conscious effort through self-study to update oneself with current events and 
research.  Technical and teaching expertise is regularly displayed at formal 
educational gatherings and recognized by clientele.  Familiarity with and use of 
research-based information is demonstrable and evidenced in teaching, printed 
educational materials, reports, etc.  Expertise is exhibited in a manner that 
garners respect and credibility for educators, coworkers, the local extension 
office and OCES.  Technical knowledge and research data and information are 
accurately and appropriately applied to situations presented by county clientele.  
The need for specialized support is recognized, and appropriate assistance is 
requested to complement the work of county educators and area specialists. 
 
(References: OCES Position Descriptions, November, 1999; OCES Core Competencies for County 
Extension Educators, Revised April, 1999) 
 
 
 

Section 2.  Programming 
 
Programming refers to the quality and quantity of educational activities as well 
as their design, coordination, implementation, and evaluation.     
 
Advisory, Needs Assessment and Plan of Work 
 

 Needs assessments addressing educational efforts include input from 
Extension Leadership Teams, Initiative Teams, Program Advisory 
Councils/Committees, census and other statistical data, solicited input from 
partners including ancillary extension organizations (e.g., Home and Community 
Education, Master Gardener), commodity groups, social organizations, relevant 
governmental agencies, state and area specialists, extension thrust programs, 
and state and national initiatives.  Advisory groups and individuals are actively 
involved in issue identification, educational program development and resource 
procurement through frequently planned, formal and informal contact throughout 
the program year.  Leadership development among extension clientele is a 
priority.  Advisory/leadership teams are involved with advocacy activities at the 
local and state levels, provide leadership development opportunities and assist 
with relevant resources to pursue community-oriented goals.  Plans of work and 
annual timelines are carefully prepared and clearly written to reflect information 
acquired through the advisory process, clarified with perceived needs by the 
educator and recommendations of other area and state specialists.  Current 
research data and information are utilized in program development and teaching 
to address emerging issues. 
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Design, Development, Marketing, Promotion, Delivery and Implementation 
of Programs 
 

 County educators and area specialists   demonstrate effective teaching skills 
in presentations including oral, computer and written handouts.  A variety of 
activities are utilized in the conduct of educational programming including 
meetings, demonstrations, field activities, tours, etc.  Mass media such as public 
television and radio, newsletters, news articles and public displays are frequently 
incorporated into most educational efforts.  Available mass media are also 
utilized to promote educational programming, as stand-alone educational efforts 
and as a means to provide information to those target audience members not in 
attendance at formal gatherings.  Grant opportunities are pursued to enhance the 
conduct of educational programming and specific concerns of clientele in the 
county. 
 Educational activities are conducted in strict accordance with the spirit of the 
county/area plan of work and are appropriately evaluated.  Non-plan-of-work 
activities are of high quality.  Cooperative efforts with other educators in the 
home and neighboring counties are often incorporated in extension programming 
to allow more efficient use of resources and to attract clientele.  Advisory groups 
and individuals, including volunteers and leadership activity participants, are 
utilized in significant roles for the conduct of educational activities.  Attracting 
diverse and expanded audiences is a priority, and efforts by the educator can be 
documented. 

Evaluation and Impact Assessment 
 

 Evaluation efforts are appropriately conducted for educational events and/or 
programs in the county.  The educator participates in evaluative and impact 
assessment that may be coordinated by other county, area or state staff.  
Research data and impact statements are used to directly educate clientele, 
identify and develop future educational activities, and provide documentation for 
the promotion of OCES and its mission.  County research data contribute to state 
and federal efforts to garner funding and advisory support. 
 
(References: OCES Position Descriptions, November, 1999; OCES Core Competencies for County 
Extension Educators, Revised April, 1999) 

 
Section 3.  Professional Development & Goals 

 
Professional Development and Goals refers to those specific activities that 

contribute to the enhancement of program effectiveness through professional 
growth as reflected by increased and updated technical expertise and enhanced 
process skills.  
 
Educators and area specialists are to actively pursue professional development 
in the following areas: 
 
• Updating/Improving Subject Matter Knowledge.  (May include participation 
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in professional meetings, in-service education workshop, reading, research, 
advanced study, etc.)  
 

• Improving Skills as an Educator.  (May include training on presentation or 
public speaking skills, advanced study in adult or youth education, program 
development, certification, etc.) 
 

• Increasing Knowledge and Use of Technology.  (May include coursework, 
tutorials, specialized training, etc.) 
 

• Improving Individual/Professional Skills in such areas as leadership, 
conflict resolution, team building, group dynamics, cultural enhancements. (May 
include conferences, association meetings/activities, workshops, individualized 
study, award recognition, etc.) 
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Performance Review  
& Development Form 

 
 
 
 
             
  Extension Educator   Date 
 

            
  Title   County/District 
 
 

            
  Evaluator   Date 
 
 

      
  Title 
 

 
Section 1.  Comments/Recommendations—Professionalism 

 
 On a separate sheet, provide a commentary on the educator’s performance, 
behavior and representation of OCES that contribute to the effectiveness of the 
extension work environment and to the quality and availability of educational 
programming.  Include the following sub-categories in your narrative: 
professional conduct; teamwork; compliance with policy and procedures; and 
technical, programming and teaching expertise. (Append attachments as 
desired.) 
 

       

 
Section 2.  Comments/Recommendations—Programming 

 
 On a separate sheet, describe the quality and quantity of educational activities 
as well as their design, coordination, implementation, and evaluation.  
Programming is dependent on the responsibilities of the educator that contribute 
to advisory and leadership relationships with clientele and co-workers.  Be sure 
to include the three following sub-categories in your narrative: advisory, needs 
assessment and plan of work; design, development, marketing, promotion, 
delivery and implementation of programs; and evaluation and impact 
assessment.  (Append attachments as desired.) 
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Section 3.  Comments/Recommendations—Goals and Professional 
Development 

 

 Enumerate those educational and leadership activities and professional 
relationships that contribute to the enhancement of program effectiveness and 
educator expertise.  In a narrative format describe  
(1)  how all professional development opportunities are utilized in 

programming,  
(2)  how professional development is relevant to the  five-year plan of work,  
(3)  how  professional development relates to the needs assessment of county 

clientele and other extension educators, and  
(4)  how the  professional development plan relates to  long-term professional 

goals. 
 
 
Activities/Plans for continued professional growth during the next performance 

review & development period. (This section may  be completed jointly by the 
person being evaluated and the evaluator.) 

 
Evaluator types statement here. 
 
 
Additional Comments 
 
 Educator (use as much space as needed) 
       
 
 
 Evaluator (use as much space as needed) 
       
 
I acknowledge that I have seen this evaluation. I understand that I may make a 
written statement in the “Additional Comments” section or submit written 
comments to the district director within ten working days of receipt of this 
correspondence.  
 

 ________________________________________________   _____________________  
  Extension Educator  Date 
 
I acknowledge the signature of the educator being evaluated. 
 
 
 ________________________________________________   _____________________  
 Evaluator and Title  Date 
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PERFORMANCE REVIEW & 
PROFESSIONAL 
DEVELOPMENT 

 
 

County Extension Directors 
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County Extension Director 
Performance Review Criteria  

 

Introduction 
  

The purpose and intent of the separate and specific review of the county 
extension director (CED) is to focus on those skills and attributes germane to the 
position. This document is intended as an addendum to the CED’s evaluation as 
an educator. Its weight is equivalent to the percentage of administrative 
responsibility specified in the position description.  
  

The CED provides administrative leadership for all aspects of the county/unit 
extension program operations including personnel management, staff 
development, affirmative action, civil rights, fiscal management, budget 
development, facilities and equipment, technology, marketing and public 
relations. The CED is administratively accountable to the district extension 
director for all assigned administrative and supervisory matters in the county/unit 
and is responsible for compliance with all policies, procedures and regulations 
relating to the operation of the total extension program in the county. 
 

CED Performance Review Criteria   
 

Administrative and Fiscal Management refers to duties and skills of a 
county/unit extension director in dealing with day-to-day management of the 
office, Civil Rights compliance and securing fiscal resources for the continued 
operation of the office. 

  
The CED is fully informed about the county financial condition and trends in 

revenue and expenditure.  The CED aggressively pursues county funding 
according to the financial condition of the county.  A plan was developed and 
followed to involve staff and county leadership in keeping budget decision 
makers informed of accomplishments, plans and needs.  The CED followed all 
approved fiscal policies and procedures.  The CED provided leadership in civil 
rights compliance and in efforts toward meeting affirmative action goals for 
program participation.  The CED keeps the staff informed of changes in civil 
rights policies, notifications and scheduled reviews.  Administrative policies, 
reporting guidelines, program planning strategies and special recommendations 
for the county are followed.  The CED provides oversight for all advisory 
committee activity.  The CED develops and maintains positive relationships with 
county leadership (county commissioners, civic group leadership and other 
potential partners in community-based educational programs).  The CED is 
responsible for reports and responding to requests of information as required by 
the district and state extension offices. 
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Personnel Management refers to duties and skills of a county/unit extension 
director in dealing with professional and support staff position supervision, 
coordination and communication. 

  
The CED establishes and maintains positive professional relationships and 

effective office management procedures.  The CED holds weekly staff 
conferences and maintains suitable communication procedures to keep staff 
informed on extension issues.  The CED assists staff in identifying in-service 
education and professional development needs and support opportunities that 
meet those needs.  The CED assures full compliance with and support for all 
federal and state laws, rules and guidelines regarding nondiscrimination in 
employment.  The CED provides oversight of the quality and quantity of 
educational programming in the county.  The CED provides leadership for 
following employment guidelines and completing paperwork when filling vacant 
support positions.  The CED provides input to the district extension director 
regarding annual performance review for all county extension personnel. 
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Performance Review Form 
County Extension Director 

 
 
            
  County Extension Director   Date 
 
 

            
  Title    County 
 
 

            
  Evaluator   Date 
 
 

      
  Title 

 
LEADERSHIP SKILLS  

Provide a brief summary of leadership performance as related  to each area of 
responsibility below. Attach additional sheets as needed.  Provide additional 
documentation as appropriate. 
 
Section 1.  Comments/Recommendations — Administrative and Fiscal 
Management 

      
 
Section 2.  Comments/Recommendations — Personnel Management 

      
 
 
 
PLANS FOR CONTINUED PROFESSIONAL GROWTH AND DEVELOPMENT 

 
Section 1.  Statement of career goals and aspirations 
 (To be completed by the CED.) 

      
 
Section 2.  Plans for professional growth during the next performance 
review period 
 (To be completed by the CED with input from the district director.) 
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ADDITIONAL COMMENTS 
 
 
CED (Attach additional sheets as needed) 
 
      
 
 
District Extension Director (Attach additional sheets as needed) 
 
      
 
 
I acknowledge that I have seen this evaluation.   I understand that I may make a 
written statement in the “CED Comment Section” or submit written comments to 
the district extension director within ten working days of receipt of this 
correspondence.  
 
 
 
 
 _____________________________________________   _________________________  
 County Extension Director               Date 
 
 
I acknowledge the signature of the individual being evaluated. 
 
 
 
 _____________________________________________   _________________________  
 District Extension Director                                  Date 
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Confidential 
Submitted to District Extension Director by January  1 
 
 
 

PEER REVIEW 
 
(Reviews performance for the immediate past program year, January 1 to 
December 31)  
 
Any county extension educator or area specialist may have input on a co-
worker’s professional contribution to the total program by completing and 
submitting this form. 
 
 
                  
  EXT. EDUCATOR COUNTY/DISTRICT  POSITION 
  BEING APPRAISED 

 
 
1. Describe how effectively the extension educator or area specialist cooperates, 

communicates and provides support to county clientele and to other county 
staff. 

      
 
2. Describe the professional competence of the extension educator as it relates 

to meeting job responsibilities. 

      
 
3. Describe the extension educator’s initiative in developing and implementing a 

total program in their assigned county or area. 

      
 
4. Describe other areas of professionalism in which the educator does very well 

and those areas that need improvement. 

      
 
 
  
 _____________________________________________   _______________________  
   Reviewing Extension Educator    Date 
 
 



 
 
 

Texas A&M AgriLife Extension Service  
County Extension Agent  

Performance Appraisal Instrument 
 

 

 

 
 
 

 
 

 
Name _____________________ County ____________ 

 
Revised May, 2015  



 

PERFORMANCE APPRAISAL SYSTEM 
 

This performance appraisal system identifies four major areas or “performance domains” for the evaluation of 
Extension county agents. The components that comprise each domain are set forth in this document, along with 
related criteria and standards. Evaluation is based on the agent’s ability to meet or exceed the standards outlined 
in this performance system.  

 

I. EDUCATIONAL EFFECTIVENESS 

 
Effective design, delivery, evaluation and interpretation are essential to Extension education. Outstanding 
educational programs include a strong foundation in program development, a comprehensive educational plan, 
appropriate teaching methods, and well-designed, suitable evaluation instruments and techniques.   

 
As Extension educators, county agents should develop programs through appropriate Extension planning groups, 
including leadership advisory boards, program area committees, youth boards, and task forces. Engagement with 
other community groups is also important. It helps to gain more stakeholder support for community-wide 
Extension efforts and to ensure Extension’s role as a partner in broader community planning. 

 
The responsibility to create a high-quality learning environment involves using a variety of available resources, 
technologies, and creative and innovative teaching methods. Extension agents have further responsibility to 
consider inclusion and diversity, affirmative action, civil rights, and related laws and principles during the 
planning and implementation of Extension programs.  
  
To review, enhance, and measure outcomes of educational programs, Extension agents must use appropriate 
evaluation tools and techniques. These include formative evaluation to improve program quality and 
effectiveness, along with clientele satisfaction surveys. Also important are summative evaluation techniques to 
measure the effect of programs on their target audience, such as changes in knowledge, skills, attitudes, practices, 
and behaviors, as well as the economic impact of these changes where applicable. 

 

Each month, agents must report—by the specified due date—the results and impact of their program efforts and 

outreach. Reports should include verifiable participant counts (based on sign-in sheets and attendance logs) and 

descriptive information that enables a supervisor and others to readily understand each activity and its impacts. 

Reporting includes TExAS data, Commissioners Court reports, and special reports as required by a DEA, RPL, or 

administration. 

 

Program interpretation refers to efforts to communicate with stakeholders about the nature and value of the 

agency and its programs. Stakeholders include federal, state, and county officials, along with other locally-elected 

and appointed officials, as well as Extension planning group members, agency partners and collaborators, and 

others who may be public or private investors in our programs. Extension agents are expected to follow agency 

branding guidelines and to communicate the value of our programs in appropriate ways. Examples include annual 

reports, promotional publications, public presentations, use of mass media, personal contacts, informational 

events, and related strategies.  

 

Agent performance will be measured based on the agent’s ability to meet or exceed standards set for criteria in 
each major component in this domain area.  A minimum score of 3 in each category must be achieved, or a 
Performance Improvement Plan will be placed in effect for the coming year.  Criteria are listed below under 
each component area. 
 
Below are the components, criteria, and standards for the performance domain of Educational Effectiveness.   
  



 

PERFORMANCE APPRAISAL SYSTEM 
 

A.  PROGRAM DEVELOPMENT (In Depth Programs) 
1.   In-Depth Program Planning 
 Provided leadership for determining specific issues in the county or designated area of responsibility. 

 Has an organized, effective, and engaged Extension planning group(s) that support county plans and programs. 

Planning group members are volunteer representatives of the community and rotated regularly. Groups generally 

 meet a minimum of three times per year; however more or less meetings may be required for some groups per  

instructions from the RPL and DEA. 

 Planning group meetings include involvement of resource persons (Extension Specialists, Commodity Leaders, 

Other Agencies, etc.) as required by RPL and DEA. 

 Is involved with external or multi-county planning groups to strategically place Extension as a stakeholder in 

 broader community programs. 

 Modified programs based on client needs. 

 Used program development process to develop programs that are based on relevant issues identified through an 

 EPG, specialist, stakeholder, or other relevant source (or multiple sources). 

 Has evidence of data to support relevance of issues and needs. 

 Sought out and involved appropriate partners and collaborators to enhance the program development process. 

Supervisor Summary: 
 
 
 
 

1 
Unsatisfactory 

 

2 
Needs Improvement 

3 
Effective 

4 
Highly Effective 

5 
Outstanding 

 

2.  In-Depth Program Implementation 
 Program has a clearly identified audience and targets appropriate population. 

 Adapted and effectively used multiple teaching methods and learning activities to conduct educational programs, 

 as appropriate to address target audience needs. 

 ANR programs included appropriate number of result demonstrations as teaching tools in the program. Results 

 from demonstrations are shared broadly as an educational tool. Involvement of Extension Specialists is an 

 expectation in Result Demonstration Implementation. 

 Used participant feedback to improve teaching effectiveness. 

 Effectively branded and marketed programs to target audience participation.  Effective marketing will include the  

 use of multiple media outlets and methods. 
 

Supervisor Summary: 
 
 
 
 
 
 

1 
Unsatisfactory 

 

2 
Needs Improvement 

3 
Effective 

4 
Highly Effective 

5 
Outstanding 
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3.  In-Depth Program Evaluation 
 Developed a plan to evaluate the quality and effectiveness of programs. 

 Evaluation methods implemented were appropriate and effective in measuring the type of change expected. 

 Used evaluation data to improve teaching methods, effectiveness, and quality, with input from planning groups. 

 Collected and analyzed data that was valid and reliable in measuring program impacts. 

 

Supervisor Summary: 
 
 
 
 
 
 

1 
Unsatisfactory 

 

2 
Needs Improvement 

3 
Effective 

4 
Highly Effective 

5 
Outstanding 

 

B.  PROGRAM DEVELOPMENT (Outreach Programs) 

 Outreach plans are representative of needs of the county, all needed plans are in place and approved. 

 Planning groups are engaged in Outreach Programs as required by DEA and RPL.  Groups will generally be 

required to meet a minimum of 3 times per year, with the RPL or DEA sometimes requiring more or less.  

Involvement of Extension Specialists or other resource people is expected with planning groups. 

 Effectively engaged in management of the 4-H Program, including recruitment, volunteer development, project 

support, camp and other educational activity participation and other support needed to maintain a quality program 

for youth. 

 All Outreach Programs completed as planned, or as amended and approved by DEA and RPL. 

 Markets all outreach programs effectively, including newsletters, media, and electronic methods as appropriate. 

 Evaluation of Outreach Plans is expected.  Level and method of evaluation will be specified in each plan. 

 ANR Outreach plans should include appropriate Result Demonstrations, evaluated as described in the In Depth 

section. 

 

Supervisor Summary: 
 
 
 
 
 
 

1 
Unsatisfactory 

 

2 
Needs Improvement 

3 
Effective 

4 
Highly Effective 

5 
Outstanding 

   

C.  ACCOUNTABILITY AND INTERPRETATION 

 Monthly reports were submitted on time and complete. 

 High Quality In-Depth Program Summaries were developed and shared appropriately with planning groups and 

 other stakeholders.  Summaries will include the results of major activities and focus on client change (knowledge,  

 behavior, adoption, and/or economic impact) 

 Commissioners court reports, mileage, and support materials were submitted each month to DEA. 

 Responded promptly and professionally to special requests for reports and materials. 

 Effectively branded and interpreted extension programs and programming efforts to key stakeholders, including 

 commissioners courts, school boards, state/federal elected officials, and others as appropriate, using a variety of 

 strategies and methods. 

 Effectively utilized appropriate communication tools and channels to consistently market and interpret the benefit 

 and value of Extension educational programs, such as Internet, weekly radio/TV shows, columns, etc.  

 Implemented a coordinated strategy to communicate value of Extension programs with other agents, staff, and 

 partners as appropriate. 
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Supervisor Summary: 
 
 
 
 
 
 

1 
Unsatisfactory 

 

2 
Needs Improvement 

3 
Effective 

4 
Highly Effective 

5 
Outstanding 

 

Goals for Progress in this Domain: 
 
 
 
 
 

 
 
Key: 
1 - Unsatisfactory:  Has major and/or multiple deficiencies in meeting minimum performance standards.   
2 - Needs Improvement: Improvements in multiple areas required to bring performance up to minimum standards.   
3 - Effective: Demonstrates acceptable performance in all areas.   
4 - Highly Effective: Meets all performance standards, with no deficiencies identified, and exceeds expectations in many areas.   

5 - Outstanding: Meets all performance standards, with no deficiencies identified, and exceeds expectations in all performance categories 

and/or domains. 

  



 

PERFORMANCE APPRAISAL SYSTEM 
 

II.  PROGRAM RESOURCES, VOLUNTEERISM, AND  

ORGANIZATIONAL SUPPORT 
 

Program and organizational support depend greatly upon appropriate use and management of human and material 

resources to enhance the educational programming and program outcomes of the Texas A&M AgriLife Extension 

Service and the Cooperative Extension Program and to advance the organizations as a whole.   

 

Volunteer Engagement and Other Human resources include the knowledge and skills of the entire Extension 

faculty as well as our support staff, paraprofessional staff, volunteers, and others who play a vital role in the 

planning and implementation of Extension county programs. Effective agents have the ability to hire, train, coach, 

support, delegate, and evaluate paid staff in a manner that enhances the operation of the office and the 

effectiveness of educational programs. Likewise, effective agents also have the ability to recruit, train, recognize, 

and manage volunteers in a productive manner. Extension agents are responsible for adherence to laws and 

policies related to human resources, i.e., both staff and volunteers.   

 

Material resources include grants, sponsorships, fundraising revenue, donations, and other support (cash or in-

kind), whether from internal or external sources, which provide for equipment, supplies, travel, or other Extension 

program needs. Sources may include private or public organizations, foundations, charitable trusts, businesses, 

government, or private citizens. Internal sources such as county and state appropriations to Extension are also 

available and should be reviewed annually by the total county Extension faculty and staff to determine fair and 

equitable distribution, according to program needs and goals. In the course of soliciting program and 

organizational support, Extension faculty must assure that those groups and organizations solicited do not in any 

way discriminate on the basis of race, color, sex, religion, national origin, age, disability, genetic information, or 

veteran status. 

 
 

A.  VOLUNTEER MANAGEMENT AND ENGAGEMENT 
  Effectively trained and engaged volunteers in program implementation to include: 

    –volunteers teaching clientele 

 --program planning 

 –result demonstration cooperators 

 –master volunteers and mentors provide direct clientele support  

  Effectively conducted screening of volunteers working directly with youth.  

  Recruited, involved, managed, and recognized volunteers, including 4-H Club Leaders and Project Leaders, Master 

 volunteers, in a manner that enhanced  educational outreach.  

 Volunteer numbers are appropriate for size and complexity of the county.  Adequate numbers of volunteers are 

involved in program areas where volunteer support is beneficial. 

 4-H volunteer involvement is adequate to lead and grow the 4-H program to be representative of the needs of the 

county. 

 

Supervisor Summary: 
 
 
 
 
 
 

1 
Unsatisfactory 

 

2 
Needs Improvement 

3 
Effective 

4 
Highly Effective 

5 
Outstanding 
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B.  OTHER HUMAN RESOURCES 
  Effectively managed paid staff, including county staff, program staff, or other staff as an integral part of the 

 Extension program.  

 Provided effective orientation, training, feedback and evaluation of county support staff as appropriate. 

 Cooperates with other County staff in recruiting, interviewing and hiring staff. 

  Followed all appropriate policies, rules, and guidelines as they relate to hiring and supervision of paid staff. 

 

Supervisor Summary: 
 
 
 
 
 
 

1 
Unsatisfactory 

 

2 
Needs Improvement 

3 
Effective 

4 
Highly Effective 

5 
Outstanding 

 

C.   MATERIAL RESOURCES 
  Developed and maintained effective working relationships with sponsors, donors, and coworkers in securing, 

 maintaining, and managing support and resources for Extension educational programs.  

  Effectively accrued and managed funds in a manner that enhanced program quality and outreach, including funds 

 from county budgets, grants, donations, and program funds maintained by external groups. Included dollar amounts 

 when appropriate.   

  Actively and effectively supported fee-based programming.  

  Completed a written annual review of support group accounts for all external groups who raise funds. Took 

 corrective actions as appropriate. 

 

Supervisor Summary: 
 
 
 
 
 

1 
Unsatisfactory 

 

2 
Needs Improvement 

3 
Effective 

4 
Highly Effective 

5 
Outstanding 

 

Goals for Progress in this Domain: 

 

 

 

 

 
Key: 
1 - Unsatisfactory:  Has major and/or multiple deficiencies in meeting minimum performance standards.   
2 - Needs Improvement: Improvements in multiple areas required to bring performance up to minimum standards.   
3 - Effective: Demonstrates acceptable performance in all areas.   
4 - Highly Effective: Meets all performance standards, with no deficiencies identified, and exceeds expectations in many areas.   

5 - Outstanding: Meets all performance standards, with no deficiencies identified, and exceeds expectations in all performance categories 

and/or domains. 

  



 

PERFORMANCE APPRAISAL SYSTEM 
 

III.  RELATIONSHIPS AND TEAMWORK 
 

Establishing effective working relationships—with coworkers, colleagues, supervisors, volunteers, clientele, key 

community leaders, TAMUS partners, institutions of higher education, NIFA partners, county and state agencies 

and organizations, stakeholders, and people in the political arena—is critical to the success and enhancement of a 

visible and viable Extension Program. The identification, development, and involvement of teams, partners, and 

collaborators are examples of the behavior, skills, and actions necessary in the domain of cooperation and 

coordination. Successful performance in this domain impacts the desired program outcomes by increasing the 

effectiveness and outreach of Extension faculty members and their programs. 

 

Below are the components, criteria, and standards for the performance domain of Cooperation and Coordination. 

 

A.  INTERNAL RELATIONSHIPS 
  Fostered joint education and program delivery activities with other Extension agents and specialists that led to a  

  positive program impact within the county and in multi-county activities.  

  Demonstrated evidence of multi-disciplinary, multi-cultural, and/or multi-county program efforts as appropriate. 

 Demonstrated the ability to function effectively with other CEP/AgriLife Extension and research faculty, as well as 
 other Texas A&M AgriLife and Texas A&M System representatives. 

 Collaborated effectively with Extension organizations and support groups such as 4-H clubs, master volunteer 
 groups, TEEA clubs, and study groups, etc., in a manner that enhanced program outcomes.   

 

Supervisor Summary: 
 
 
 
 
 
 

1 
Unsatisfactory 

 

2 
Needs Improvement 

3 
Effective 

4 
Highly Effective 

5 
Outstanding 

 

B.  EXTERNAL RELATIONSHIPS 
  Established, sustained, and expanded networks, coalitions, and collaborations, which further the work of Extension  
  in serving clientele.   

 Established and maintained active and positive relationships with Commissioners Court(s), state and federal 

 representatives, and representatives of local groups, organizations, and other agencies.  

  Provided the necessary leadership to create partnerships and/or collaboration with external groups to plan programs  

  to meet current and future needs. 

  Actively partnered with local, county, state, and national/federal stakeholders, agencies, organizations, clubs, private 

  businesses, agribusinesses, financial institutions, school groups etc., to develop and enhance educational programs 

  and responses to effectively address local needs. 

  Demonstrated expansion of programs to new audiences as a result of external relationships. Examples: expansion of  

  4-H clubs, increased volunteerism, and new target communities and other audiences. 

 

Supervisor Summary: 
 
 
 
 
 
 

1 
Unsatisfactory 

 

2 
Needs Improvement 

3 
Effective 

4 
Highly Effective 

5 
Outstanding 
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C.   OVERALL TEAMWORK 
  Demonstrated ability to cooperate effectively as a team member at local, district, state, and national levels through  

  collaborative programming efforts, participation on committees/task forces, and other tasks and duties as assigned. 

  Demonstrated leadership in team building skills and service as a team leader when appropriate. 

  Actively cooperated and supported employee recruitment and onboarding processes such as mentoring, First Step,  

  internships, career days, and related team-oriented activities and processes.  

  Worked cooperatively with coworkers on local job responsibilities, including 4-H program management,   

  interdisciplinary programming, LAB, youth boards, PACs, 4-H cluster programming, multi-county planning  

  groups, interpretation efforts, office support, joint reports, and related duties that require teamwork. 

  Fostered a work environment that encourages positive staff interaction and relationships.  

 

Supervisor Summary: 
 
 
 
 
 
 

1 
Unsatisfactory 

 

2 
Needs Improvement 

3 
Effective 

4 
Highly Effective 

5 
Outstanding 

 

Goals for Progress in this Domain: 

 

 

 

 

 
Key: 
1 - Unsatisfactory:  Has major and/or multiple deficiencies in meeting minimum performance standards.   
2 - Needs Improvement: Improvements in multiple areas required to bring performance up to minimum standards.   
3 - Effective: Demonstrates acceptable performance in all areas.   
4 - Highly Effective: Meets all performance standards, with no deficiencies identified, and exceeds expectations in many areas.   

5 - Outstanding: Meets all performance standards, with no deficiencies identified, and exceeds expectations in all performance categories 

and/or domains. 
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IV.  PROFESSIONAL DEVELOPMENT AND PROFESSIONALISM 
 

The future of the Texas A&M AgriLife Extension Service and the Cooperative Extension Program depend upon 

the effectiveness of our employees. To maintain and enhance professional competence, county faculty members 

should participate in staff development efforts such as in-service training, graduate study, professional 

associations, and externally-sponsored training. Our organizational success also depends on employees who have 

a clear understanding of the organizations= mission and vision and willingly accept leadership assignments that 

contribute to the mission and vision. 

 

Professional Development: As professionals, Extension agents are expected to participate in significant applied 

research, creative activities, and intellectual and scholarly work that are validated by peers and shared with other 

professionals. Effective agents bring new insights to issues by interpreting and integrating research-based 

knowledge from multiple sources, including current events, professional publications, workshops, seminars, and 

professional affiliations.  

 

Professionalism: In addition to their personal and professional development, Extension agents must promote a 

positive and professional image through their conduct and commitment to standards that support continued 

success, not only for themselves but for our organization. Extension agents must dress professionally,  interact 

positively and productively with colleagues and local leaders, and conduct themselves in a manner that reflects 

favorably on our organization and the Texas A&M System.  

 

Below are the components, criteria, and standards for the performance domain of Professional Development and 

Professionalism.   
 

A.  PROFESSIONAL DEVELOPMENT 

 Served in leadership roles on local, regional, state, national, and Extension committees and task forces.  

 Demonstrated the competencies and interpersonal skills necessary to successfully conduct Extension 
programs. 

 Participated in appropriate professional development training. 

 Displayed a positive attitude and provides leadership to professional development activities in the 

District/Region. 

 Worked with RPL and/or DEA to provide leadership to professional development activities as 

appropriate. 

 Made satisfactory progress on graduate study hours and coursework, based on timeline for completion (if 

applicable).  

 Actively participated in appropriate professional organizations and demonstrates evidence of leadership 

and recognition. 

 Made appropriate scholarly contributions, such as publications, fact sheets, newsletters, web pages, 

handbooks, etc., at district, regional, state, and national levels. 

 Made satisfactory updates and progress on Career Ladder preparation and took necessary action for 

promotion if appropriate.  
 

 

Supervisory Summary: 
 
 
 
 

1 
Unsatisfactory 

 

2 
Needs Improvement 

3 
Effective 

4 
Highly Effective 

5 
Outstanding 
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B.   PROFESSIONALISM 

 Maintained appropriate office hours. 

 Followed instructions and responded properly and promptly to management. 

 Communicated positively with co-workers, staff, administrators, clientele, and local stakeholders. 

 Expressed disagreements in a constructive, non-confrontational manner 

 Consistently complied with policies and procedures. 

 Demonstrated the necessary initiative that will lead to fulfillment of job duties and responsibilities 

 Was involved in community and organizations as appropriate to build community support and 
relationships. 

 Represented the agency positively through personal appearance and conduct. 
 

Supervisory Summary: 
 
 
 
 

1 
Unsatisfactory 

 

2 
Needs Improvement 

3 
Effective 

4 
Highly Effective 

5 
Outstanding 

 

Goals for Progress in this Domain: 

 

 

 

 

 
Key: 
1 - Unsatisfactory:  Has major and/or multiple deficiencies in meeting minimum performance standards.   
2 - Needs Improvement: Improvements in multiple areas required to bring performance up to minimum standards.   
3 - Effective: Demonstrates acceptable performance in all areas.   
4 - Highly Effective: Meets all performance standards, with no deficiencies identified, and exceeds expectations in many areas.   

5 - Outstanding: Meets all performance standards, with no deficiencies identified, and exceeds expectations in all performance categories 

and/or domains. 

 
 
Long Term Professional Goals and Steps to Achieve: 
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OVERALL SCORE 
 

NAME:________________________________________________________   
 
COUNTY:_____________________________________________________ 
 

CATEGORY SCORE (1 – 5)   

 Planning    

 Implementation    

 Evaluation    

 Outreach Programs    

 Accountability and 
Interpretation 

   

PROGRAM 
DEVELOPMENT 

TOTAL 

 Multiplied X 8 TOTAL _____ of 200 
Possible 

 Volunteer 
Management 

   

 Other Human 
Resources 

   

 Material Resources    

PROGRAM 
RESOURCES TOTAL 

 Multiplied X 5 TOTAL  _____ of 75 
Possible 

 Internal 
Relationships 

   

 External 
Relationships 

   

 Overall Teamwork    

RELATIONSHIPS AND 
TEAMWORK 

 TOTAL 

 Multiplied X 5 TOTAL- _____of 75 
Possible 

 Professional 
Development 

   

 Professionalism     

PROFESSIONALISM 
TOTAL 

 Multiplied X 5 TOTAL ____of 50 
Possible 

OVERALL TOTAL 
SCORE 
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Overall Evaluation of Extension Agent 

 

 

_________________________________  ____________________________________ 

County Faculty Member  Job Title 

 

_________________________________  ____________________________________ 

Period of Review  Supervisor Conducting Review 

 

_________________________________ 

Date of Review 

 

Rating of county faculty member’s overall performance: 

 

 Outstanding: Meets all performance standards, with no deficiencies identified, and exceeds 

expectations in all performance categories and/or domains. 

 

 Highly Effective: Meets all performance standards, with no deficiencies identified, and exceeds 

expectations in many areas.. 

 

 Effective: Demonstrates acceptable performance in all areas. 

 

 Needs Improvement: Improvements in multiple areas required to bring performance up to 

minimum standards 

 

 Unsatisfactory:  Has major and/or multiple deficiencies in meeting minimum performance 

standards. 

 

Summary: 
 

 

 

____________________________________ __________________________________ 
Extension Agent Signature                                                               Supervisor’s Signature                                         Date  

  

__________________________________ 
Supervisor’s Signature                 Date 

 

___________________________________ __________________________________ 
Reviewing Administrator’s Signature                     Date                  Reviewing Administrator’s Signature  Date 
 

__________________________________ 
Reviewing Administrator’s Signature    Date 

 



Name: Unit: Date:

Category: 

Indicators

Comments: (Optional)

VCE Program 

Teams 

(Agents/Program 

Team 

Chairs/Program 

Team Members

Comments: (Optional)

Does not develop programming 

that address issues identified by 

VCE Program Teams

Occassionally develops 

programming that addresses 

issues identified by VCE 

Program Teams

Frequently develops 

programming that addresses 

issues identified by VCE 

Program Teams

Collaborates with others to 

develop programming that 

addresses issues identified by 

VCE Program Teams

Coaches others on the value 

and importance of developing 

programs that address issues 

identified by VCE Program 

Teams

Extension Agent/Unit Coordinator Performance Evaluation

Ratings (Type an X in the appropriate shaded area)

Community Needs 

Awareness

Involves new, non-traditional 

clients in needs identification

Comments: (Optional)

The program is limited and/or 

does not address issues 

identified through needs 

assessment using the VCE 

programming model

The program may be limited 

and/or only addresses some of 

the issues identified through 

needs assessment using the 

VCE programming model

The program sufficiently 

addresses issues identified 

through needs assessment 

using the VCE programming 

model

The program consistently 

addresses issues identified 

through needs assessment 

using the VCE programming 

model

Identifies probable causes of 

emerging issues and needs

The program always addresses 

issues identified through needs 

assessment using the VCE 

programming model

Agent is unaware of community 

needs

Program 

Implementation

Has awareness of some 

traditional needs of a portion of 

clientele

Conducts needs assessment to 

identify current and emerging 

community needs

Extension

Amelia

Unacceptable Needs Improvement Successful Excellent Exemplary
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Extension Continued

Indicators Unacceptable Needs Improvement Successful Excellent Exemplary

Comments: (Optional)

Evaluation/Impact

Comments: (Optional)

Comments: (Optional)

Communication 

with stakeholders 

(internal, external, 

local government, 

etc.) regarding 

extension impact

Program Marketing

Comments: (Optional)

Has been recognized for quality 

media efforts and uses new 

communication methods to 

educate and inform clients

Media Use 

(newspaper, radio, 

television, VCE 

website, etc.)

Does not use media to enhance 

Extension efforts

Uses media on a limited basis Uses appropriate 

communication methods to 

educate and inform clients

Has been recognized for quality 

media efforts or uses new 

communication methods to 

educate and inform clients

Involves the target audience in 

developing and implementing 

plans for informing others

Stakeholders acknowledge 

impact of extension programs 

resulting in increased visibility 

and recognition

Does not understand the 

program target market

Understands the target 

audience but does not develop 

a marketing plan to reach it 

effectively

Clearly understands the target 

audience and designs a 

marketing strategy to 

effectively reach the audience

Evaluates effectiveness of 

marketing strategy and makes 

changes to better communicate 

message to target audience

Ratings (Type an X in the appropriate shaded area)

Does not evaluate programs 

and/or no outcomes or impacts 

reported

Has an inadequate plan for 

evaluation and/or outcomes 

and impacts demonstrate 

minimal evidence of 

accomplishment

Evaluation strategies are well 

planned and executed.  

Outcomes and impacts 

demonstrate accomplishments 

or progress towards goals

Evaluation results are used to 

develop strategies for programs 

that will result in significant 

practice and/or behavioral 

change in local clientele

Evaluation results are used to 

develop strategies for  

programs that will result in 

significant practice and/or 

behavorial change in clientele 

regionally

Does not communicate the 

impact of extension programs 

to stakeholders

Informally communicates with 

stakeholders regarding impact 

of extension programs

Contributes to the 

development of a formal 

message to communicate with 

stakeholders regarding impact 

of extension programs

Communicates directly with 

stakeholders regarding impact 

of extension programs
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Extension Continued

Indicators

Comments: (Optional)

Publications, 

Presentations, 

Posters, and 

Awards

Comments: (Optional)

Submits at least one 

publication, presentation, or 

poster for review and/or 

submits at least one award 

application

Has at least one reviewed 

publication, professional 

presentation or poster, or 

received a local or state award

Has received multistate or 

national recognition of 

publication, presentation, 

poster or award

Has not submitted a 

publication, presentation or 

poster for review and/or has 

not submitted an award 

application in the past two 

years

Has not submitted a 

publication, presentation or 

poster for review and/or has 

not submitted an award 

application in the past year

Comments: (Optional)

Holds an office on a regional, 

state or national professional 

organizaiton

Professional 

Development

Professional 

Associations

Comments: (Optional)

Anticipates and addresses 

emerging client needs or 

requests

Is not a member of a 

professional organization

Is a member of a professional 

organization but is not active in 

the organization

Is a member of a professional 

organization and attends 

meetings

Does not attend two or more 

required trainings or 

professional development 

opportunities

Attends all required trainings or 

professional development 

opportunities

Incorporates knowledge from 

trainings into the extension 

program

Participates in training of 

agents and/or volunteers in 

specialized content

Actively participates on a 

professional organization 

committee

Client Services

Ratings (Type an X in the appropriate shaded area)
Unacceptable Needs Improvement Successful Excellent Exemplary

Does not respond to client 

needs or requests

Occasionally fails to respond to 

client needs or requests

Responds to client needs or 

requests in a timely manner

Proactively addresses client 

needs or requests.

Does not attend required 

trainings or professional 

development opportunities or 

is overcommitted to 

professional development 

activities
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Extension Continued

Indicators
Civil Rights

Comments: (Optional)

Follows all EEO/CR/AA and ADA 

guidelines and repeatedly 

strives to reach diverse and/or 

non-traditional clientele

Ratings (Type an X in the appropriate shaded area)
Unacceptable Needs Improvement Successful Excellent Exemplary

Follows all EEO/CR/AA and ADA 

guidelines and demonstrates an 

increase in diverse and/or non-

traditional clientele

Does not follow ADA and 

EEO/CR/AA guidelines

Fails to follow established 

EEO/CR/AA/ and ADA 

guidelines more than one time 

per year

Follows all EEO/CR/AA and ADA 

guidelines and demonstrates all 

reasonable efforts
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Category: 

Indicators

Service (to VCE, 

CALS, VT)

Teamwork 

(internal)

Dependability 

(internal)

Time Management

Comments: (Optional)

Citizenship

Repeatedly breaks 

commitments and/or does not 

deliver on commitments within 

the established time frame

Occasionally breaks 

commitments or does not 

deliver on commitments in a 

timely manner 

Follows through on 

commitments within the 

established time frame

Works with others to follow 

through on commitments 

within the established time 

frame

Takes the lead to ensure that 

commitments are completed 

within the established time 

frame

Does not make efforts to work 

with other agents locally

Only makes efforts to work 

with agents in the local office

Makes efforts to work with 

agents in the local office and 

surrounding localities

Makes efforts to work with 

agents across program areas 

within the district or state

Makes efforts to work with 

agents across program areas 

within the district or state and 

makes efforts to work with 

campus departments or 

specialists

Ratings (Type an X in the appropriate shaded area)

Comments: (Optional)

Comments: (Optional)

Does not have the ability to 

professionally and  effectively 

manage time 

Occasionally requires help to 

professionally and effectively 

manage time

Manages time professionally 

and effectively

Shows ability to professionally 

and effectively manage time 

when conducting multiple tasks

Teaches others effective time 

management principles

Comments: (Optional)

Declines opportunities for 

service or is overcommitted to 

service that diminishes the local 

program

Does not fully participate in 

service assignments or is 

overcommitted to service that 

diminishes the local program

Attends and actively 

participates in service 

assignments

Participates actively in two or 

more service assignments

Provides effective leadership 

for service assignments

Unacceptable Needs Improvement Successful Excellent Exemplary
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Citizenship Continued

Indicators Exemplary
Attitude

Partnerships and 

Collaborations 

(external)

Interdisciplinary 

support (internal)

Does not support 

interdisciplinary programming

Occasionally supports 

interdisciplinary programming

Supports interdisciplinary 

programming 

Leads interdisciplinary 

programming

Comments: (Optional)

Comments: (Optional)

Comments: (Optional)

Coaches others on the value 

and importance of 

interdisciplinary programming

Does not collaborate with other 

units/organizations or program 

areas

Occasionally collaborates 

across program areas with 

other units/organizations

Collaborates well across 

program areas with other 

units/organizations

Utilizes major collaborations or 

partnerships across program 

areas with other 

units/organizations

Leads major collaborations or 

partnerships across program 

areas with other 

units/organizations

Ratings (Type an X in the appropriate shaded area)
Unacceptable Needs Improvement Successful Excellent

After counseling, makes no 

attempt to improve human 

relations skills

Relationships with co-workers 

and/or clientele are difficult 

due to poor human relations 

skills

Works cooperatively with co-

workers and clientele

Goes beyond the usual to 

willingly share and help others

Coaches others using 

teamwork skills in a positive 

manner
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Category: 

Indicators

ELC meets regularly and 

functions according to VCE 

State ELC guidelines

ELC helps to implement and 

evaluate programs

ELC helps to implement and 

evaluate programs as well as 

acts in an advocacy role for the 

extension office

Does not complete and/or 

submit required information

Completes and submits 

required information in a late 

or incomplete manner

Submits complete and accurate 

information in a timely manner

Does not contribute to VCE 

Program Team activities and 

efforts.

Occassionally contributes to 

VCE Program Team activities 

and efforts

Fully contributes to VCE 

Program Team activites and 

effots

Promotes VCE Program Team 

activites and efforts with their 

peers

Coaches others on the value 

and importance of VCE 

Program Team activites and 

effortts

Administrative 

Reporting 

(Contacts, eFars, 

UPOW, Leave, 

Travel, etc .)

Connects the value of reporting 

to educational programming

Utilizes the information that is 

reported to improve 

educational programming

ELC ELC does not exist ELC exists, but does not meet 

regularly or function according 

to VCE State ELC guidelines

Comments: (Optional)

VCE Program 

Teams (Team 

Chairs and Team 

Members)

Comments: (Must be 

completed)

Comments: (Optional)

Comments: (Optional)

Management and Leadership

Ratings (Type an X in the appropriate shaded area)
Unacceptable Needs Improvement Successful Excellent Exemplary

Volunteer 

Management 

(recruiting, 

screening, training, 

evaluating, 

recognizing, etc.)

Makes no effort to manage 

and/or utilize volunteers

Does not develop/follow an 

organized plan for volunteer 

management and or utilization.

Manages and utilizes 

volunteers.  Volunteers assist 

with programs.

Assigns leadership role to 

volunteers such as recruiting 

other volunteers, coaching, 

judging, teaching, etc.

Enables volunteers to manage 

other volunteers
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Mgmt & Ldrshp Cont.

Indicators Excellent Exemplary
Does not project a professional 

image for staff to emulate

Fails to consistently project a 

professional image for staff to 

emulate 

Always projects a professional 

image for staff to emulate 

Connects the value of 

professionalism to VCE image

Coaches others on the value of 

professionalism 

Ratings (Type an X in the appropriate shaded area)
Unacceptable Needs Improvement Successful

Promoting 

Professionalism 

(professional dress, 

customer service 

skills, office 

behavior, work 

ethic  etc.)

Comments: (Must be 

completed)

Coaches others in performance 

management techniques and 

utilizes proper procedure when 

addressing personnel issues

Supervision of Staff 

or Wage  (Unit 

Coordinators or 

agents supervising 

wage employees )

Comments: (Must be 

completed)

Does not understand VCE fiscal 

policy and fails to follow policy 

and guidelines.

Fails to manage allocated VCE 

operating dollars effectively or 

follow established VCE fiscal 

guidelines

Occasionally fails to manage 

allocated VCE operating dollars 

effectively or follow established 

VCE fiscal guidelines

Always manages allocated VCE 

operating dollars effectively 

and follows established VCE 

fiscal guidelines

Proactively looks for ways to 

improve local office 

stewardship and funds handling 

procedures

Comments: (Must be 

completed)

Fails to provide proper 

supervision to staff

Occasionally counsels staff on 

work performance

Delegates work equitably to 

meet the needs of all staff.  

Conducts annual performance 

evaluation of all staff according 

to university policy in a timely 

manner

Utilizes performance 

management techniques to 

improve the performance of all 

staff.

Fiscal Management 

of VCE Operating 

Dollars

Comments: (Must be 

completed)

Delegating and 

Working as a Team 

(Unit Coordinators )

Identifies local initiatives or 

issues and collaborates with 

faculty and staff to accomplish 

tasks

Provides team-building 

opportunities for faculty and 

staff

Ensures involvement of all 

faculty and staff in planning and 

implementing activities as 

appropriate to their job 

responsibilities.  Coordinates 

regular staff meetings

Occasionally includes faculty 

and staff or is not equal in 

distribution of assignments

Does not include all faculty and 

staff in office activities.  Fails to 

inform all staff of current 

events and activities
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Mgmt & Ldrshp Cont.

Indicators
Ratings (Type an X in the appropriate shaded area)

Unacceptable Needs Improvement Successful Excellent Exemplary

Comments: (Must be 

completed)

Fiscal Management 

of VCE Operating 

Dollars (Unit 

Coordinators)

Does not understand VCE fiscal 

policy and fails to follow policy 

and guidelines.

Fails to manage allocated VCE 

operating dollars effectively or 

follow established VCE fiscal 

guidelines

Occasionally fails to manage 

allocated VCE operating dollars 

effectively or follow established 

VCE fiscal guidelines

Always manages allocated VCE 

operating dollars effectively 

and follows established VCE 

fiscal guidelines

Proactively looks for ways to 

improve local office 

stewardship and funds handling 

procedures
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Category: 

Indicators
Financial Resources 

(in-kind services, 

donations, gifts, 

and grants)

Does not seek outside sources 

of funding to support extension 

programs

Occasionally seeks outside 

sources of funding to support 

extension programs

Routinely seeks sufficient 

funding from alternative 

sources to maintain a quality 

program

Secures and utilizes funding 

from alternative sources to 

maintain quality programs

Secures and utilizes outside 

sources of funding through a 

competitive process to 

maintain quality programs

External Funding

Ratings (Type an X in the appropriate shaded area)
Unacceptable Needs Improvement Successful Excellent Exemplary

Comments: (Optional)

Comments: (Optional)

Fails to manage accounts 

according to VCE policy

Manages accounts according to 

VCE policy most of the time

Always manages accounts 

according to VCE policy

Contributes to ensuring a 

successful fiscal audit

Coaches others on the 

importance of managing 

accounts according to VCE 

policy

Managing Accounts 

According to VCE 

Policy (Grants, VT 

Foundation, 

Agency Funds, etc.)
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Category: 

Exemplary

Comments: (Must be 

completed)

Unacceptable Needs Improvement Successful Excellent Exemplary

Overall 

Management & 

Leadership

Majority of ratings from the 

indicators for Management & 

Leadership are Unacceptable

Majority of ratings from the 

indicators for Management & 

Leadership are Needs 

Improvement

Majority of ratings from the 

indicators for Management & 

Leadership are Successful

Majority of ratings from the 

indicators for Management & 

Leadership are Excellent

Majority of ratings from the 

indicators for Management & 

Leadership are Exemplary

Overall External 

Funding Majority of ratings from the 

indicators for External Funding 

are Unacceptable

Majority of ratings from the 

indicators for External Funding 

are Needs Improvement

Majority of ratings from the 

indicators for External Funding 

are Successful

Majority of ratings from the 

indicators for External Funding 

are Excellent

Majority of ratings from the 

indicators for External Funding 

are Exemplary

Comments: (Must be 

completed)

Evaluation Summary-Overall Ratings

Rating (Type an X in the appropriate shaded area based on the indicators from above in this area)
Unacceptable Needs Improvement Successful Excellent Exemplary

Comments: (Must be 

completed)

Unacceptable Needs Improvement Successful Excellent Exemplary

Unacceptable Needs Improvement Successful

Comments: (Must be 

completed)

Excellent

Majority of ratings from the 

indicators for Extension are 

Unacceptable

Majority of ratings from the 

indicators for Extension are 

Needs Improvement

Majority of ratings from the 

indicators for Extension are 

Successful

Majority of ratings from the 

indicators for Extension are 

Excellent

Majority of ratings from the 

indicators for Extension are 

Exemplary

Overall 

Extension

Overall 

Citizenship Majority of ratings from the 

indicators for Citizenship are 

Unacceptable

Majority of ratings from the 

indicators for Citizenship are 

Needs Improvement

Majority of ratings from the 

indicators for Citizenship are 

Successful

Majority of ratings from the 

indicators for Citizenship are 

Excellent

Majority of ratings from the 

indicators for Citizenship are 

Exemplary
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Category: 

Multiple overall ratings for 

Extension, Citizenship, 

Management & Leadership, 

and External Funding are 

exemplary

Overall Successful Excellent Exemplary
Multiple overall ratings for 

Extension, Citizenship, 

Management & Leadership, and 

External Funding are 

Unacceptable

Multiple overall ratings for 

Extension, Citizenship, 

Management & Leadership, and 

External Funding are Needs 

Improvement

Multiple overall ratings for 

Extension, Citizenship, 

Management & Leadership, and 

External Funding are successful

Multiple overall ratings for 

Extension, Citizenship, 

Management & Leadership, and 

External Funding are excellent

Comments: (Must be 

completed)

Overall Rating (Type an X in the appropriate shaded area based on all indicators and categories from above)

Unacceptable Needs Improvement

12
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Appendix D – Performance Review Summary Form 
 

 
 

 
The University of Tennessee and Tennessee State University 

Performance Review Summary Form 
Extension Agent, Extension Agent and County Director, Extension Area Specialist 

 
Employee Name (Last, First, MI): 

UT IRIS Personnel Number: TSU T#: 

Division: Extension Unit/Department: 

Review Completed By: Reviewer’s Personnel Number: 

Review Period: FROM: TO: 

_____ Annual   _____ Enhanced Annual   _____ Other Position Name:  

 
Performance Factors Criteria Points (1-5)* 
Program Development Individual Annual Plan  

Program Management 

 

 

Implementing  

Evaluation  

Reporting  

Resource Management  

Program Accomplishments 

 

 

Base Programs  

Equity, Access, and Opportunity  

Outcomes/Impacts  

Professionalism 

 

Customer Service  

Policy Compliance  

Professional Development  

Technology and Innovation  

Work Habits  

Community and Organizational Leadership 

 

 

Interpersonal Skills  

Leadership  

Optimizing Human Capital  

*5=exemplary, 4=exceeds expectations, 3=meets expectations, 2=needs improvement, and 
1=unsatisfactory  
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Employee Name (Last, First, MI): 

UT IRIS Personnel Number:  TSU T#: 

 

Averages Score 
Sum of Program Development Criteria Rating ___/1 =  
Supervisor Comments*: 
 
 

 

Sum of Program Management Criteria Ratings ___/4 =  
Supervisor Comments*: 
 
 

 

Sum of Program Accomplishments Criteria Ratings ___ /3 =  
Supervisor Comments*:   
 
 

 

Sum of Professionalism Criteria Ratings ___/5 =  
Supervisor Comments*: 
 
 

 

Sum of Community and Organizational Leadership Criteria Ratings ___/3 =  
Supervisor Comments*: 
 
 

 

Overall Score =   
*Supporting comments are required. 

 Overall Rating Total Points 
 Exemplary = 23-25 
 Exceeds Expectations = 19-22 
 Meets Expectations = 15-18 
 Needs Improvement* = 10-14 
 Unsatisfactory* = 9 or less 

*An overall rating of 14 or below requires a 
performance improvement plan. 

Review of Goals for the Current Year 

Goal 1 

  Accomplished  
 Progress 
 No Progress 

Goal 2 

  Accomplished  
 Progress 
 No Progress 

Goal 3 

  Accomplished  
 Progress 
 No Progress 

Comments 
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Employee Name (Last, First, MI): 

UT IRIS Personnel Number:  TSU T#: 

 

Establishment of Goals for the Coming Year 
The goals and objectives should include both departmental goals and plans for personal and 
professional development. The time frame indicates when the goal should be accomplished. 
Evaluation indicates how accomplishment will be measured. 

 Description Timeframe Evaluation 

Goal 1 
 
 
 

  
 

Goal 2 
 
 
 

  
 

Goal 3 
 
 
 

  
 

Comments 
 
 
 

 
 
Supervisor Comments: 
 
 
Employee Comments: (Required – Please respond about anything you need help with, how can 
your supervisor assist you in accomplishing your goals, and/or what resources you need.) 
 
 
This report represents my true and complete appraisal of this employee during the evaluation 
period.  
 

County Director’s Signature: 
 

Date: 

Regional Director’s Signature: 
 

Date: 

Dean’s/Associate Dean’s Signature*: 
 

Date: 

*TSU Employee forms must be signed by TSU Associate Dean. 
 
I understand that my signature does not mean that I necessarily agree or disagree with the 
performance appraisal. It has been discussed with me, and I have received a copy of the 
performance appraisal document.  
 

Employee’s Signature: 
 

Date: 

 

 

August 2016 
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