
FO F EVALUATICN CF 
COU~'"IY EXTENS I ON STAFF M ER 

Name ______________ Poa it ion _______________ E_ 
County _________________ _ 

L nth of rvice in txt n11on In Pre nt Poa itl on 

D te of Ev,luJtion ______ _ Nm o f Eva lua t or ____ _____ _ 

Pu rpoaee o{ Ev l u t ion 

1. To help d1 trlct asperviaor1 nd 1t t e adminiatrat or1 do more 
effective nd a tiafylng Job of evalu tin per aonnel. 

To i~prove th~ performance of co~n t y Ext n1 lon worker , nd the 
effect1vcntias of Extension work. 

J. To 1ncrea1e the county Ex t enalon wor ker '• under1t1nding of the Job. 

4. To 1ncrea1e the •~c1afact1on !x tenaion wo rker , exper i ence on t h 
job. 

Cu ldl n5 Prlnclpleo 

1. The use of this evalu~ t ion form is educa tional in itself because 
,t po,nta out to the wor ker and t he evalua t or the de a lrable qualifl• 
cations of the effec t ive Ex t enolon wor ker. It alao goaa beyond the 
usual evaluation form in that lt point • out specific rea1 ln which 
Extena,on agent• excel or may be def i c ient r ther than determining 
a tot 1 score in •~ch generdl term.a•• exce l l nt, good , or f ir, 

2. Honest nd consittent ••If-evalua t ion 1uppl emented by point• of vi w 
of 0th ra I& more rrvduc•lve th n othe r type• of av lu1t1on . 

J. The valuation l1 a r.i t 1ng of per formance at• p rticul r time but 
should largely be based on wor k for t he previou1 Exten1ion ye r. 

F. ch It•• un thu form 1houlu b~ conald red • p rat el y . Th evalua• 
tlon hould not be rud to confora to th• general i re11 Lon the 
ev luator haa o{ the pt-•on being av l ua t ed . 

5 . The per1on doing the evalu t ion mus t be ecqu inted with the per1on 
being evAluated. 

Expected Resul t s of the Ev lu tion Procedu r e 

Sya t emat,c nalyai1 of t he work of each mber of the county 1taff, by 
t he wo r k r himaelf end hi• 1uper v l 1or , t hr ough th• u•• of thi1 form 
1hould help to: 

l, A1certain the present lev~l of under1t1nding nd perforaance of 
each worker. 

V1rglnl Polytechnl l natl t ut • and t h• United 
t tel Dep r tm nt of Agri cul tur e Cooperating 
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2 . Jdent1fy 1trong and weak point• of each worker in under1tandlng 
and performance. 

J. Determine areas 1n which program nd performan ce iq,rovem nt • c n 
b mad 

fforJ b,111 for provid1ng tr lnlng opport~nitl•• that flt the 
n e<l of the worker ln hl1 p r tlcu l r po1 ltion. 

~- Prov1de a bdli& of designing i n-ser vi ce tra ining programa tha t 
better~ et the needs of wo rker,. 

How to use the Eva luation Form.a 

1lef1n1tions. 

I. Po~r. Ind1cates the p rforma nce 11 not acc tptable in the Exton1 lon 
Serv1ce. Much iirprovtm nt i a needed . 

2. Fair. Indicates the per fo r mance 11 below t he avarege of what 11 
expected of staff member . 

J. G00J. Ind le tea per fo r1D1nce ii cceptab l e , bu t the indlv ld ua I l ■ 

expected to icq>rove . 

4. Very Good. lndicate1 a high leve l of per f ormance with opp ortunity 
for some i~provement. 

5. Excellent . Indica t es ou t s t anding performance. 

How to Indicate Ev lua t lon: 

I. Show degree of underaunding or performance with an "X" at the 
ppropria t e place on the 1cale. 

2. If the evidence la not suff 1c lent t o a11 ure deflnltt evaluation 
or 1£ there was no opportunity, uae que1tlon mark nd co ent. 

lt 1n v luotlon form re unw i gh t ed. Thia doe, not ••• n lt1m1 re 
of quJl w lght, for 1n1tance, techni cal coq> e t ence and office atmo1phere 

re obviou ly not of equal i~portance . 
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l. AREAS CF t~DCR~IAND INC OF THE J OB OF THE EXIEN ION ACEh'I 

Thi s fo r m includes most ot t h ma jor 1pect1 of the job of n Extenaion 
agent. The subject-mat ter fiel ds in whi ch Extenaion 1upplie1 educational 
leadership h ve been greatly expanded in r ecent year, a, ha1 the number 
of agencies nd organized gro,.ps of people with which Extenlion dull . 
Th 1e nd oth r factor• have de t he work o f th co~nty Extena ion 

tnt coD"pl x n•i chall ngin pro f ea1 1on . 

The jor f\lnctian ol the Cooperative Exte n1 1on ervice • • stated in 
t he Smith-Level Act, 11: ... To i d in the diffuaing among the people 
o( the ~ni t ed States useful nd prac tic 1 information on 1ubject1 
r el t ing to agriculture and home econumic1 and to encour ge the pplica­
tion or. me .. , 11 

Ihls broad charter clearly identi fie• Extens i on' • function• • th t of 
education. This 1& not ~d~ca ti on in t he ab1 tract, but education for 
action. It is eduction of n informal nd dietinct type. It 11 
e,tuc tion di r ected to h lp lng people 1olve th• various probleu which 
thy ncounter from day to da y in agri cu lture, home economic• nd 
related fields. 

Eduction is defined as t he procea of changing behavior, i.e., ttitude1, 
1k 1ll1, knowledge, think1ng, fee l ing , ac tion. It 11, therefore, 
, ~por t nt tha t t he Ex t ension worker know th objective, nd goal• of 
t he educational progr am on wh i ch he 11 working, nd be able to evaluate 
t he changes in t he people t ha t have r eeulted from it. 

In per formin their f\lnc t lons, Exten1ion gent• by working 11 with 1 

people •hould help t hem t o i dentify t heir need,, problems ndopportuni 
t ies thr o,•gh a s t udy of t he s itua tion ; develop ace ptable methoJa lead-
1ng t o the •Olu t 1on of t he ir problems, and rrive at a courae of 
action. The Ex t enaion agenta bring t o the people the bait ra,earch 
i nfo,ma t ion t hr ough effective t each ing mathod1 and encourage itl 
app lie tion. 

As a mber of the Virginia Agricu ltur 1 Extenaion Service, with over 
600 e loyee1 nd a multip l i c ity of different ctivitie,, situation, 

nd 11i n nta , 1t l ■ extremel y izcportant that e ch worker•••• hi• 
job 11 1 port of I ,r er ona. It 1hould aho Ha himaalf u a m mber 
ol 1 r te mot wo rk• r• nd recogni&a th need o( e[fectlve coopera-
t 1on with other m mber of t he Extene ion 1taff. 

Th co~nty Extension worker, in ddition to being• mber of the county 
s t aff, ia a ataff member of t he V1rg inia Polytechnic Inetitute, and a 
r epre•ent ative of t he U.S. Oepart~ent of Agriculture. In thi1 po1ition, 
his ac t ions should be such that t hey will reflect credit to both himself 
and t he 1ns t i t ut1ons which he r epre1ent1. It i1 expected that th• 
wor ke r will do his wor k t o t he bea t of hit bility and under condition, 
of ppea r ance and perfor mance in keeping wl th the job to be done. 



I. AREAS OF UNDERSTA~'DIKG OF THE J OB OF THE EXTENSION AGENT 

Perfcrmance Ratin2 
Very Excel 

Poo r Fair Good Good lent Coaunta 
~•nderotandiM of th~ Job l 2 3 4 5 6 7 8 9 10 

I. Has a general under-
tandin of the baaic 

ph1los0phy, objective•, 
>nd functions of 
Exten:.Lon work. 

2. l'nder ■ tand hio wllrk • b 1ically educational. 
Interprets program objec-
tives in terms of changes 
tn oeoole. 

J. 11 recognized Ab an 
educati0nc11 le der in 
hu field. 

Understan1s the part 
local p~ople should pl y 
in the deveiopment and in 
c rrying out of Extension 
work in the countv. 

s. Underst1nd h11 rel tion-
ship a~d responsibility 
as a member of the 
Exten 1on Service, USDA, 
and local aovernn.ent. 

6. Recognizes the ia:pc r-
tan ce of proper personal 
conduct and ppear nee 
both on and off the JOb. 
Maintain high morale as I an Extension agent . 



II , EXT£ I ORGAN IZATION INCL~DING PECIAL-INTEREST C IITEES, 
COL,CILS AND THE CO'NTY AGRICLLTURAL EXTENSION SERVICE BOARDS. 
ALSO K 11TH HER ORGANIZATl(,NS AND LEADERSHIP. 

Thia 1ection la inserted t o e~phasize the fact that the job of the 
county Extenaion en t 11 broad in acope and involve• varied inter~1t a 

r of people . Therefore, a well-developed Exten1ion nd a 1 
• n ce11ary if progr m1 re adequ t ely pl nned nd affett­

To accoopli1h th1 1 , it ii n ce111ry that coanlttee 
nd oth r • der hip receive sufficient training to carry out 

1 onslblhties. 

p er orm.ance n 
Very Excel 

Exten ,on rg•n z tlon, Poor Fair Good Good lent 
Coi:r.mitt1>ea & L.,•J•rsh 1n I 2 ) -~ 5 b 7 8 9 10 Corm•nt1 

l. Develcpa nd wor ks 
t hrough Ex tension com-

I m1ttees which represent 
the jar interests of 
th county. Has devel-
cpcd or ii working t oward 

I 
t establiahr.ient of 
cooncils • needed and 
n A r1tultural 

Extension Board. 

2. Enco r e nJ wo r ks 
throu h oth r local 
le derah1p nJ oth r 
org n1z.at 1cn1 to 
atr ngthen Ext ns1on 
vork 1n th• co~ntv. 

) . Train committees nd 
other local leadership 
t o c rry out their 
resn r n• 1bi Ii ties. 

~Wintains ac tive 
COIIJllittee memberahip 
that 11 r~pre ■ entative 

of the people and 
th•ir 1nt .. rest1. 

5 , D V I pa lead r ship 
t hrou h tha Ex t n l On 
organ1zdt1on nd other 
organ1zationa related t o 
Extension wo r k by 
delegating and &h rin 
retipona ib 1l itie1; does 
n~t dominate. 



111. PLANNl~C THE PROCRAM 

progr m planning with the p Opie,• well-prep red 
k, nJ developin ways of evaluation, all need to be ea:phasized 
on 1bilit1es o county Extension worker ■ in the fields of 
, ho~ economi ca nd yo~th work re carried out, Thl ■ 

S ctlon IV define i portant ot pa ln pl nnlng nd carrying 
out the Cx trn!lton oroR ram 

Performance Rat1na 
Very Excel 

Poor Fair Good Good lent 
Plannin• the Pro,rarn I 2 ) 4 5 6 7 8 9 10 Cotr!!!!ents 

l. Systematically collec ts 
pertinent nformat1on 
on t he natur l, ecc nomic, 
socilll nd oth r 
reaourc a of the county. 
Rel tes th~m to rea, 
St te nd nation.ii 
f cts • they ppl y. 
An lyzes the facts 
with cocnty le dersh1p 
to determine bro d pro-
blem re I e r reas of 
opport ,.n1ty for wh1ch 
special-interest com-
~ittees are needed. 

2. Prepares dequa tely for 
Extension pl nning grocp 

"' tings. Secur ea s peciL-
lat helo na needed. 

3. H s C pieced or 1s pro-
ceedin sa t uf ctorily 
tO\lard the development 
and wr tin cp of the 
long-t1 program 1tate-

tmt. u .. the Ing-
t m progr1m nJ C\l rrent 
in or tion in d vet )p• 

In th nnu l pro rim 

h ch 11 uee ! a ba 15 
for t he Plan of \Jo r k. 

4. Develop, a sa t isfac tory 
Pl n ct York which out-
line primanl y the 
agents' educa t onal 
activ1ties planned t o 
achieve goals and ob-
ject ves •~ t forth ln 

nnnual orOQ:ram. 

5. D vel0p1 ways of evalu -
ting bo t h the pl nnlng 
proced r nJ thoJ of 

__ c_1rr n out t he ero£r 1m. 
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IV . CARRY me Ol"r 'IHE PRCCRAH 

Extension work in the county 1hould be pointed toward c r ryin out th 
objec t ives and go ls whi.h hav• been developed in th progr · pl1nning 
procedur e . Research indicates that Extension work ia 1101 t effective 
when te ching activi ties are baaed on th• ao lution o( local needs nd 
prob! 

Reae rch 110 indicates tlwt the us o( • v riety of ppropri tely 
•~lected te chin t hoJ1 is .oa t efCec tive. Some of theae re: 
per1on I via ts, tours, demons tration■ , .eetings, office calls, circular 
lett r s , news releases, TV, tel phone, public tion1, r4dlo, etc. 

the involvement of well- tr ined people inc trying out the pr ogr m ia 
part1cul rl y 1tport nt. 'Ihl is on of the best oppor t unitie1 we have 
t o devel_p leadership. 

Performance Rat ina 
Very Excel 

Poor Fair Good Go)d lent 
CarrYin~ Ou t the Pro~ram I 2 J 4 5 6 7 8 9 10 Coitm~nta 

J. " r u guided by go h 
nJ objectives. A con-

aistcnt rte pt i made 
t o carrv oct ,9. rdun. 

2. Un v r1e ty of ppro-
pri t ely select ed 
teachin• me thods. 

J. Use per.onal contacts 
effective Iv. 

4 . Uses gro~p m t hod 
dfectivelv. 

5. u~ea mass coa:m ,n i ca -
ti cns effeetlvel~ . _ 

b. Keep ■ ro r1m flexibl 
by r v1ew1n reriodtc lly 
Jurin the y r th 
obJec t1ve, nd proce-
dures u~ed in r elation 
to chan '1. inr conditi ons . 

7. Delegates and aha rea 
re ponsibility with 
co it tees nd le1ders 
in carrying out the 
2ros;ram. 



V. WC RKI 'G RELATIONSHIPS 

! 1th n incre ec n 11ze of many county 1ta{f1 nd the Lncre11ing com• 
plex1t y of progr , good wc r king rel tionshipa within, ach 1taff, 
11th ot er agenc ies , and with specialiets become more ic:portant. 

Th~• section• r iz a •o~ of the things we know through exper1enc• 
.!fil1_. rese r ch bout hou Lo build and m.1i nt in ood \IOt in relationshi 

Performanc~ Ratina 
Very Excel 

Wor kin• Relat on1h1p1 Poor Fair CooJ Good lent 
(St>ff and A•encv) I l 3 4 5 6 7 G 9 10 co-~nta 

I. Co rates wi th othe r I I me era of t he co nty I 
Extension a t ff ln 
develcp1ng nd carrying 

I out a coordin ted county 
2rofram. 

2. Wor ks ccnscicntic ly t o 
promo te teau:w irk among 
members of t m, ■ toff. 

3. SeC\l r e& th help of I spec id I ls ts In evelop-
in and Cdrr y lng ou t 
t he county prop_rim. 

4. Ob tains the help of 
supervisors Jnd memb rs 
of t he adminis trative I 

t ff t o incre •• ~nder· 

I 
Bl nJ1ng of the Job, 
level of perfortDdnce, 
and a ign1f1cance of 
proi:rams. I 

s. Cooper1;1te1 v1th repre-
a nt tt ivea of ot h r 

genciea nd org ni zn-
tion1 in • tv!ng the 
oeoole of the countv . 



VI. PUBLIC RELATIONS 

Public relations cons i sts of doing good work and letting people knou 
about it so that an ppreciation and recognition of the Extension 
progr mis developed in t he public mind. It is portrayed in every letter 
we 11rite; in each nd every office contact, includ ing telephone; in 
our r~dio nd TV presen t ations; in our news r e leases, in our meetings, 
demons tration' and tours; 1n how we live and c t ; in our con1idarations 
of people und 11tuat1ons; in our day-to-day contacts with farm and 
~rban people, the Board of Supe:•vi;ors and legisl t ors. 

Performance Ratin2 
1 Very Exce l 

Poor Fa1.r Good Good lent 
Public Rclut1ons 1 2 3 4 5 6 7 8 9 10 Coa:ments 

1. Knows state and national 
legislators residing 1n 

his county und keeps 
them informed of the 
progress and ct1vi t ies 
of the Cooperative I E!· t ~nsion '=erv1ce . 

I 
2. Wor ks closely nd co- I oper tively wi t h the 

Board of Supervisors, 
agr i1..ultL·ral committees 
and leaders, to: 

Build understanding 
of Cooperat.1.ve 
Ex t ,nsion work, 

b. Keep supervisors in-
for!'led of programs 
and ac t ivities; 

c. Build sound Ex tens icm 
programs as a basis 
for r equesting ade-
quate financial 
support for Extension 
work by the dis trict 
aoen t . 

3 . Builds ,.nd ma int· ins 
close coopera tive work-
ing rel a tionsh ip s with 
cotr.municat1on agencies-
eress: radio 2 TV, others . 

4 . Develops nd maintains 
good working relation- I 
sh ips with farm and home 
or g nizations, corr.rnod1.ty, 
civic & business organiza 
tion s t o gain under stand-
ing and s,,pport fo r 
Extension work , 

5. Maintains a pleasant, 
friendly, attractive 
office a t mosnhere. 



VI I. rROFESS I ONAL l HPRWEMEh'T 

Present and fcture demands d cpon Exten1ion per ■oMel will place 
even greater a:p sia on the profe11ional 1pec t 1 of Exten1ion work. 

a result, th '1orker mu■ t devel~p and gr°" in hi • pro£e11ion nd 
the respons1b1lity for i~ rovement rests 1 rel wi th the individual. 

Performance Ratins, 
Very Excel 

Poor Fair Good Good lent 
Proteseion.il Irr:provement I 2 I ) 4 ~ 6 7 8 9 10 Co11l!lenta 

l. H • a good b sic know- I ledge of subject matter 
in Jgriculture, ho 
economics or yo~th work 
needed for th part 1cul r 
poait1<m held. knows 
where to turn for 
informatitin. 

2 . Keeps up to date in 
subject-matter fields 
generally ind in 
1pecial1zed field of 
p..irlicular itrportance 
1n the county through 
1ystemat1c p rticipation 
in in-1erv1ce training 
oro~rama. 

). Develops speci lized 
knowledge and skill 1n 
\/or kins, with oeoole . 

4. Develops specialized 
knowledge and skill I ___ in_ teachinr method•. 

,. Develop ■ a profe11ional 
hrprov m nt pro r m (or 
hlmaelf d •~PP let nt 
to th re ul r In-
r;ervice tr;1inln2 orc:,P.r 1111«. 



VIII. ,ICE ~~NAGEHE~'T AND REPCRTING 

Your offic i1 t he "front door" to V.P . I . and 1hould refl1ct cr edit t o 
the inat t ution tall time■, The office ahould be an efficient, 
smooth•runnln per tion, with secre t arial wor k prioritie1 determined 
bv mutu l ~r e·-· 00 •-n t o( the co~nt v staf f 

Per fo rmance Ratin2 
Very Excel-

Off ice Man &e nt nd Poor Fair Good Good l"nt 
Ren ortin° I 2 J 4 5 b 7 8 9 10 Comment• 
l. ~n ges part cf of fice 

over which he or ahe ha 
control in 1uch a way • 
t o et th work done ef-
fie! ntlv and nccuntelv. 

2.Exhlblts a keen interest 
in the welf r e of the 
office as a whole and 
preaenta a fine ex arpl 
cf cooper t 1ve ae rv ice, 
"pholdlng high office 
at•md,rjs. 

3. H•ndles cont ac t s pro~ptly 
11 nd court•ouslv . 

4. Helps sec~e t ar,es to get 
cle r "ndera t ndin 

of t heu job nd their 
respon ibili:y to t l,e 
co~nty Exten~10n s taff 

nJ th~ Coop r tive 
£xten•ion Service. R•· 
cogn1ze1 wor k well done 
and offers c~n tructive 
IU e1tion1 for the i m-
"'rov•-nt o" w r k. 

5. Cooper tea in t he equit· 
able distribut,on of 
secre tar y's tim amons 
Extension 1taff members. 
I I consider t e and tact-
ful in adju1ting work 
t o meet em-r 0 -ncies. 

6. Keepa up-to-date dmin· 
ist ra tlve & 1ubJect-
matter fil u, dequate 
(or count1 need,. _._ -7. Rc·port1 nre inclua1ve, 
cc\.rlte, ne t, ,n 

CO[E leted on t1~·--- _._ ,_ 
ti. ~ta(f conference■ ,re 

held r•gul•rly. I 

9 . Review s office s itua t ion 
with 1cperv iso r 1 to get 
constructive sugges tions 
for i prove nts leading 

__ t_o greater effic iency. 
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