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Performance evaluations are performed annually for each staff member. In gathering data for the evaluation it is recommended but not limited to the following information:  

Teacher Feedback Form
Weekly Schedules

Time and Mileage Forms

Ongoing Documentation regarding performance

Success Stories

Program Narratives

Site Visit Form
Peer Review Form (optional)

Agency/Participant Review Form (optional)
Other: ___________________

A performance appraisal should be a constructive tool for both the employee and the FNEP Coordinator.  When preparing this document, the FNEP Coordinator should note both strengths and area of improvement/growth.   Time and care should be given when evaluating each staff member.  The performance evaluation becomes part of the employee’s permanent personnel file and must accurately reflect the effort of that employee.
Attached you will find:

· EFNEP and FNP Performance Evaluation Forms

· Site Visit Form

· Peer Review Form

· Agency/Participant Review Form

· Agency/Participant Example Letter

A sequence of events should take place prior to the Performance Evaluation:

1.  Site visit to observe teaching

2.  Send out agency and peer review forms

3.  Gather data from other management tools
4.  Have the staff turn in a self evaluation form using the Performance Evaluation Form 
5.  Gather all the data and fill out the Performance Evaluation Form 
6.  Meet face-to-face for actual evaluation

7.  Place completed Performance Evaluation in the staff’s permanent file

8.  Consult with Regional Director regarding merit increases, probationary issues and any additional performance issues. 

This information and forms can be accessed via S: MUCampus/HES/FNEP/Performance Evaluations 09
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