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Performance Evaluation 

Colleague/Peer Input

To: _______________________   ___  From: _ ______________________      ___

(colleague’s/Peer’s name)


(Supervisor’s name)
You have been identified to provide colleague/peer input regarding the performance of 

_         (employee’s name)                        for the evaluation period May 1-April 30.  If you agree to serve, please provide comments on this employee’s performance relative to his/her employment responsibilities.  Colleagues/peers should provide input on only those criteria for which they have verifiable information.

1) Describe the type and frequency of interaction with the above named employee. Please list specific programs and activities in which you and this employee have been involved. 
2) Review the performance evaluation criteria. Describe areas of strength.

3) Review the performance evaluation criteria. Describe areas needing improvement. 

4) Provide specific suggestions for how this employee may improve in the areas you have identified. 

(see Performance Evaluation Criteria on next page)

I. Performance Evaluation Criteria


A. Fiscal Support – Accurately and timely processes and reconciles financial
paperwork including travel vouchers, invoices, purchasing card charges, etc.  Effectively communicates problems and identifies solutions. 

B. Human Resources Support – Accurately and timely communicates and processes personnel actions. Maintains up-to-date knowledge and documentation related to payroll/timesheets, FMLA, FLSA, workers compensation, paid time off, benefits, performance review expectations, personnel records, etc. Assists with coordinating recruiting, hiring, orientation, and training. Maintains EEO files and other responsibilities related to USDA Civil Rights compliance initiatives.

C. County Council Support – Effectively provides administrative support for county extension council business processes, budgets, audits, membership data, financial records, etc. Coordinates and provides orientation and training to county council employees. 
D.
Regional Support – Effectively develops and coordinates correspondence and communication with regional faculty, staff, and council, as well as other constituents and stakeholders. Coordinates meeting logistics, materials, and resources. Represents supervisor and regional office professionally and positively throughout the region and state.

E. Office Support – Effectively performs administrative support for the regional office including scheduling  Regional Director’s calendar and travel, developing and editing written correspondence, coordinating meetings and conferences, communicating policies and procedures, ordering supplies, maintaining filing system, phones, and mail, etc.

F.
Technology –Maintains up-to-date skills related to equipment and programs utilized throughout the organization including council accounting system, PeopleSoft, spreadsheets, word processing, reporting systems, ITV, polycom, etc. Utilizes technology to improve efficiency and communication.  Effectively maintains assigned web sites. Provides support for implementation of new technology.

G.
Professional Behavior – Enhances the image and professionalism of University of Missouri Extension through demonstrating consistent positive attitude, personal motivation, dependability, effective and cooperative working relationships, and appropriate verbal and non-verbal communication. Maintains confidentiality. Behavior mirrors the University of Missouri values of respect, responsibility, discovery, and excellence. 

H.
Communication – Effectively communicates up-to-date policies and procedures, communicates personnel concerns to supervisor in a timely manner.  Seeks to understand and clarify by  asking questions when needed. 

I. Other organizational requirements – Works cooperatively and effectively with individuals and teams.  Demonstrates support of colleagues/peers, organizational and regional goals, and the MU Extension Land Grant mission. Participates on committees and contributes to the organizational mission. Actively seeks out training and professional development opportunities to increase skills and knowledge. Demonstrates commitment to EEO/AA and diversity values. 
J.
Special assignments or projects – Special assignments and/or projects are satisfactorily completed during the appraisal period. Indicate if the work was assigned by supervisor or self initiated by employee.
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