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This document, as part of the University Staff review and Development Program, can be used as a tool for:

Professional Development

· Training and coaching

· Performance

Communication

· Annual performance

· Self-assessment

· Periodic performance

Human Resources Decisions

· Transfer and promotion

· Salary increase

Staff Input (Pages 5–6)
•
Employee completes and returns the Staff Input section of the plan to the CED/RD before the annual performance review meeting.

Staff Review (Pages 7–8)
•
CED/RD reviews the employee’s Staff Input section and all other pertinent information to be used to review performance.

•
CED/RD completes the Staff Review section.

•
CED/RD meets with employee to discuss the Staff Review.

•
CED/RD meets with the employee to reach consensus on Action Plan.

Reference the Penn State Cooperative Extension Hiring and Promotion Grid by going to the website at:

http://www.extension.psu.edu/CEDHandbook/personnel.html
 and clicking on Promotion Criteria.
Core Performance Factors
Community and Social Action:  Evidence of ability to conduct needs assessment, establish program priorities, understand community’s demographic, cultural, historical and economic factors.

Civil Rights and Diversity: An awareness and commitment to the diverse cultures and the need for sensitivity in programming.  Demonstrates and documents efforts to accomplish the four goals in the Penn State Cooperative Extension Civil Rights Performance Plan.

Engagement: Ability to recognize, understand and facilitate opportunities to meet needs of individuals and communities and to acquire the necessary resources that best respond to meeting the needs of individuals and communities.

Educational Programming: The ability to plan, design, implement, evaluate, account for and market Extension education programs with impact at the KASI or above.  Ability to attract external financial support for program or cost recovery efforts.  Participate in applied research projects as appropriate.

Educational Delivery: Effectively communicates in written and verbal form and applies technology and demonstration of varied delivery methods that are appropriate to the audience.

Leadership: Demonstrates the ability to relate well to people, think creatively and critically, examine situations and frame questions, reflect and assimilate new materials and methods and act on them.  Demonstrate the ability to guide and direct with positive influence. Demonstrates teamwork through sharing of information and resources with others, giving timely responses to requests and commitments, interact well with members of the team, maintain effective working relations and value the group’s success.
Organization and Management: Possess skills in the management of time, resources and volunteers. Effectively and routinely provides requested information in the extension reporting system.
Knowledge and Service to the Organization: Demonstrates knowledge of the Extension organization, the Land-Grant system, and the Extension methodology and office citizenship. Evidence of service to the organization at appropriate county, regional, state and national levels.
Scholarship: Evidence of competence in subject matter related to the position and an ability to teach educational information to clientele.

Interpersonal Relations: The ability to interact with groups and individuals in a positive way.  Ability to create networks, partnerships, teams and collaborations as appropriate with both internal and external sources.
Professionalism: Evidence of professional behavior that reflects high levels of performance, a strong work ethic, and commitment to continuing education and to the mission, vision and goals of Extension.  Maintain a record of professional development efforts, including the required 8 hours of diversity training.

Administrative/Supervisory Factors
FACTOR - Policies and Procedures
Understands and articulates the mission of the College of Agricultural Sciences and Cooperative Extension; has a sound knowledge of University, College, and county policies and procedures and assures that they are applied in a consistent manner; keeps program staff (professionals, paraprofessionals, volunteers involved in the delivery of extension programs), support staff (secretaries, part-time office help, interns), and county extension board informed of new policies and procedures; periodically reviews established policies and procedures with staff and extension board; periodically reviews affirmative action policies and compliance procedures with staff and extension board; and as appropriate and necessary, initiates policy change.

FACTOR - County Program Development and Management
Understands the extension program development process and is knowledgeable about priority program thrusts; provides leadership in assessing county needs which result in a comprehensive extension education program; provides leadership and assists staff in developing Action Plans which include short- and long-range program goals and affirmative action efforts; promotes a team approach among county, regional, and state staff and faculty in the development, implementation and evaluation of programs; assists staff in developing and utilizing effective program development committees and in setting program priorities; challenges staff to be innovative in program development, delivery, and outreach efforts.

FACTOR:  Fiscal Management
In cooperation with staff and budget committee of the county extension board, provides leadership in the development and presentation of an adequate budget necessary to support county extension programs; sees that budget is allocated so that all staff have support to conduct programs; monitors the budget to assure proper management of finances; provides for the development and maintenance of all fiscal records as required; explores, as appropriate, external funding opportunities to develop and/or expand extension programs.

FACTOR:  Human Resource Management
Creates and maintains an office environment in which positive communications between all program and support staff can occur; evaluates all staff in a fair and consistent manner based on a sound knowledge of an individual’s program; serves as a role model for continuing personal and professional development of all staff; provides leadership to staff in balancing personal and professional life through utilization of effective organization and time management skills; motivates, counsels, directs and recognizes the accomplishments of staff; manages interpersonal problem relationships among staff skillfully; provides leadership for the new staff orientation program at the local level; provides leadership for all staff to participate in professional development opportunities including cultural diversity education; as consistent with county policy, either recommends to county commissioners that a secretarial position be filled or recruits and hires for vacant positions; assures that equal employment opportunity policies and practices are followed in all hiring opportunities (or other fixed-term and wage payroll positions).

FACTOR:  Office/Facility Management
As consistent with county policy, either recommends to county commissioners that a secretarial position be filled, or recruits and hires for vacant positions; oversees the management of office operations (including the selection and purchase of up-to-date equipment; layout of office space, etc.) to provide adequate support for all extension programs; and works to assure that facilities meet ADA standards.  If appropriate, oversees the operation and maintenance of auxiliary facilities, 4-H centers, satellite offices, etc.

FACTOR:  Relationships and Liaisons
Provides leadership in developing and implementing a county public relations program for extension; develops liaisons with a variety of external agencies, organizations, and publics and encourages staff to do the same; maintains high visibility of extension programs; has knowledge of the “power” and the political structure within the county; interacts with county, state, and federal officials to establish and develop an effective working relationship; provides leadership for coordinating the implementation of a plan for marketing the county extension program to a diverse audience; and office facility portrays inviting atmosphere for all cultures, i.e., pictures representing diverse audience, brochure rack offers a diversity of publications in English and Spanish.
Other Unit-Specific Factors
Use these factors for performance criteria that are vital to the individual’s position but not otherwise covered by this instrument.  Factors may include general skill areas, such as the examples listed below, or specific performance goals that are part of the unit’s strategic plan or the employee’s Development Action Plan.  Discuss these factors with the employee at the beginning of the review period.  A few examples of factors follow.

Project Leadership:     Effectively operates independently in delegating work to peers and coordinating the work of others on projects.

Creativity:     Discovers and implements new and improved ways of doing things; breaks out of the “status quo” to find better ways to accomplish goals.
Overall Evaluation Rating (Page 8)
Significantly Exceeds Expectations

Employee performs assigned responsibilities in a consistently superior manner, as demonstrated throughout the review period, or as demonstrated by exceptional leadership in a one-time project in addition to excellent performance of ongoing responsibilities as an individual and team member. Is recognized as an expert in his/her job area. Shows unusual initiative and is a self-starter. Stands apart in his/her ability to positively influence others, think beyond the details of the job, and work toward the overall goals of the region and the college. Is remarkably flexible in accepting new assignments or changing conditions that may require adjustment. Contributes to the college’s success well beyond job requirements through, for example, unique suggestions that result in process improvements, cost reductions, or enhanced work climate. Suggestions for development focus on the individual’s own professional objectives.

Exceeds Performance Expectations

Employee performs assigned responsibilities in a manner that often exceeds communicated standards, as demonstrated throughout the review period, or as demonstrated by excellent contribution to a one-time project in addition to good performance of ongoing responsibilities. Takes initiative to seek information or clarification of policies, procedures, or objectives. Is flexible in responding to changing conditions that may require adjustment. Accomplishes more than expected; takes on extra tasks without defaulting in other assigned activity areas. Anticipates problems and suggests or independently takes appropriate action. Keeps supervisor and team informed of progress, problems, and/or proposed solutions. Sets challenging goals and achieves them. Suggestions for development focus on the individual’s professional growth.

Meets Performance Expectations

Employee performs assigned responsibilities consistently well throughout the review period. Has good work habits, follows established work schedule, completes projects and tasks thoroughly, meets deadlines, and produces consistently acceptable output of work. Provides reliable input and recommendations. Is solid member of the unit or team, learns from mistakes, and contributes in a positive way to the overall work climate. Shows interest in developing knowledge and skills. Achieves or has made progress toward goals identified in previous performance review. Suggestions for development generally focus on refinements to the individual’s professional skills and abilities. 

Partially Meets Performance Expectations

Employee performs satisfactorily in some aspects of his/her assigned responsibilities but not in others. Performance may be marginal or inconsistent. For example, an employee may have good skills and produce an acceptable quality of work but may have poor work habits that limit productivity. The employee may have an unsatisfactory record of attendance, or may not appropriately share his/her knowledge with co-workers, or may show disrespect or intolerance toward others. An employee in this category may not keep up with changes in technology. Perhaps he/she is consistently present and punctual and demonstrates good interpersonal skills, but his/her technical abilities may not be at a fully productive level. Need for improvement and development has been periodically communicated to the employee throughout the review period, a plan has been put in place to correct deficiencies, and the supervisor is satisfied that the employee is working to correct performance. Provisions of HR-78 (Staff Failure to Meet Acceptable Standards of Performance) may be implemented.

Does Not Meet Performance Expectations
Employee performs assigned responsibilities in an unsatisfactory manner, has not responded to constructive feedback, or has not improved performance. Specific, repeated examples of unsatisfactory performance have been communicated to the employee both verbally and in writing, along with specific expectations and suggestions for improvement. "Performance" includes not only how well the employee carries out the specific tasks or responsibilities of the job, but also includes work habits or behaviors that impact customers, co-workers, or the general work environment. Provisions of HR-78 (Staff Failure to Meet Acceptable Standards of Performance) may be implemented

Employee Name      
Date      
In your responses to the items below, please be as specific as possible, providing examples when appropriate.  Provide information on separate documents in the format requested below.  

I. Education Program Performance 
· Complete 3-5 (number appropriate for position) program write-ups using the promotion dossier format to include Extension Education Program Title, Program Objectives, Program Impact, Extension Educator Role, Needs Assessment, Scholarship of Teaching & Research, Scholarship of Creative Accomplishment, Methods of Evaluation for Program Impact, Volunteer Role and Responsibility, and Support Materials
Administrative Performance 

· CEDs should complete write-ups for each of the 6 functions for CED: Policies and Procedure, Program Development and Management, Fiscal Management, Human Resource Management, Office and Facility Management and Relationship and Liaisons.  Write-up should follow the promotion dossier format to include Title of Administrative Goal, Administrative Objectives, Administrative Impact, CED Role, Methods, Scholarship of Creative Accomplishment and Support Materials
· Educators who are supervising others should complete sections that apply to their supervisory roles

List all formal and informal development activities including Diversity Training that you completed to increase your effectiveness as an educator and/or administrator 
or supervisor.

	Date of Activity
	Name of Activity
	Number of Hours

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


II. Self Assessment

Complete this section to describe your development priorities for the next review period, considering the following information:

•
Your personal career goals

•
Your area’s strategic plan

1.
List work-related strengths and interests that you would like to build on.

     
Planning period:   From      
     To      
2.
Identify ways you would like to contribute to the organization beyond your job responsibilities.

     
3.
Describe areas for improvement in terms of your current job responsibilities.

     
     
Employee Name      
Date       

Review Period      
College      
I. Performance Feedback

Discuss past year’s performance as it reflects the performance standards stated in the employee’s Action Plan and his/her Accomplishment Report. Describe employee’s performance incorporating Performance Factors/Administrative Factors and Unit-Specific Factors. When describing employee’s performance, the following words may be helpful: significantly exceeds expectations; exceeds expectations; meets expectations; partially meets expectations; and does not meet expectations.

     
Name of Reviewer      
Department      
II. Suggestions for Growth and Development

Discuss suggestions, opportunities, etc., for employee growth and professional development.  Consider employee’s input from the Self Assessment (page 5) and any additional areas to provide continuing development of the employee (use additional pages if necessary).

     
Employee Name      
III. Professional Development Activities

Record the number of professional development activities completed by the employee during the review period, and estimate the time spent completing those activities.  Consider all formal and informal activities intended to increase effectiveness for current and/or future job responsibilities.

Number of Professional Development Activities      
Approximate Time in Hours      
IV. Overall Rating

Complete for all employees. Considering all dimensions and factors, choose the overall rating as defined on page 3 that best describes this employee’s overall contribution during the review period. If any employee does not meet expectations for a particular performance factor, this should be addressed under “Suggestions for Growth and Development.”

       Performance of ongoing responsibilities as an individual and team member significantly exceeds expectations

      Performance exceeds expectations

       Performance meets expectations

       Performance partially meets expectations

       Performance does not meet expectations

Signature of Reviewer
Date

Concurrence of Administrative Officer
Date

*Signature of Individual Reviewed
Date

*Signature indicates only that this Staff Review has been discussed and does not necessarily signify concurrence. A response to this review may be made on a separate sheet and attached.
This publication is available in alternative media on request.

The Pennsylvania State University is committed to the policy that all persons shall have equal access to programs, facilities, admission, and employment without regard to personal characteristics not related to ability, performance, or qualifications as determined by University policy or by state or federal authorities. It is the policy of the University to maintain an academic and work environment free of discrimination, including harassment. The Pennsylvania State University prohibits discrimination and harassment against any person because of age, ancestry, color, disability or handicap, national origin, race, religious creed, sex, sexual orientation, or veteran status. Discrimination or harassment against faculty, staff, or students will not be tolerated at The Pennsylvania State University. Direct all inquiries regarding the nondiscrimination policy to the Affirmative Action Director, The Pennsylvania State University, 328 Boucke Building, University Park, PA  16802-5901, Tel 814-865-4700/V, 814-863-1150/TTY.
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Complete and submit parts I and II to supervisor prior to the review meeting.
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