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Summary

Performance evaluation is a process that enables employees and supervisors to work together to achieve performance expectations in key areas. It promotes both the organization's institutional development and the personal development of the employees.
Policy
It is the policy of MU Extension to provide performance evaluations for all full-time employees. It is the responsibility of each supervisor to ensure that evaluations are completed on an annual basis, with the review discussion occurring between March through July of each year.
Purpose
Performance evaluations accomplish three purposes:

1) Provide feedback and counseling

2) Help in allocating rewards and opportunities

3) Help in determining employees aspirations and planning development needs

Performance evaluations have other benefits as well, including:

1) Improve productivity through constructive feedback

2) Identify training needs

3) Communicate expectations

4) Foster commitment and mutual understanding

Procedure
1. Identify organizational values and goals
Values and goals reflect organizational structure and philosophy. When supervisors communicate clear values and goals, employees gain a sense of purpose and know where to place priorities. 

2. Establish and communicate performance standards
Ensure expectations are clearly communicated and support the organizations values and goals.
3. Observe and record performance

Observe employee performance throughout the year. Identify and record strengths and areas for improvement. 
4. Measure results and provide feedback
Performance evaluation is the process that measures the degree to which the employee accomplishes performance standards. 
5. Set goals for next evaluation
Evaluation Tools Available
There are several formats that can be used and/or customized to meet the unit, program, or supervisor’s needs. 

Essentials in any evaluation should include:

1) Review of position description

2) Review of performance expectations

3) Employee input regarding accomplishments and goals

4) Performance review discussion
5) Documentation of performance review form
Extension Human Resources offers a variety of training for all employees. Training specifically geared towards reviewing and communicating performance expectations include “Performance Management”, “Effective Coaching”, and “Effective Discipline”. Contact your HR training and development coordinator for assistance.
















