ANNUAL EVALUATION TEMPLATE 
(Advisors, Specialists, Academic Administrators, Academic Coordinators) 
For the Period October 1, 2013– September 30, 2014
Due: February 2, 2015
For guidance in completing the AE template, see “Guidelines for Preparing Annual Evaluations” at http://ucanr.edu/aeguidelines
Save Sections A, B, and C as one PDF document and upload as your Annual Evaluation 
	Name:
	


	Title:
	


	County/Program:
	


POSITION DESCRIPTION.  If not already in the system, upload your current position description(s).  Select the PD (s) that are in effect for this review period.
SECTION A: SELF-ASSESSMENT/NARRATIVE (Limit 6 pages, 11 or 12 pt. font) NOTE: This format is suggested but its use is still optional.  If utilized, this format may allow academics to simplify the merit and promotion process in future cycles.
STATEMENT OF ASSIGNMENT

· Changes in responsibilities (if applicable)

· Programmatic Assignment of FTE (ANR Knowledge Area/FTE)
I.  PROGRAM SUMMARY NARRATIVE
· For Advisors and Specialists: Emphasize your research, extension and creative activity including a) performance in extending knowledge and information; and b) performance in applied research and creative activity.

· For Academic Coordinators: Emphasize your coordination of academic programs.

· For Academic Administrators: Emphasize your administrative experience.

In general, structure your narrative to:

· Describe major themes and goals of your programs and your accomplishments in meeting last year’s goals.

· Refer to your Project Summary and Extension Activities tables while writing this section.  You do not need to duplicate the information included in these tables.
· Organize your program descriptions by themes, and consider including the following components when describing your activities under each theme.
· Clientele: People or groups of people that a program aims to serve.

· Goals: The purpose toward which an effort is directed.

· Inputs: What we invest:  Faculty, staff, students, infrastructure, federal, state, and private funds, time, knowledge, etc.  This step is often assumed and is not always articulated and is not required in DANRIS X.
· Methods (Activities/Outputs): Research, creative and extension activities to reach goals. Products created through such activities (meetings, trainings, extension programs, curricula, webinars, publications, etc.).

· Outcomes: Changed knowledge, attitudes, skills, behavior/practices resulting from the above efforts.
· Impacts (long term outcomes): Social/health, economic, environmental/physical benefits to individuals, behavioral changes, organizations, populations, communities.  (You may want/need to include anticipated impacts, as well as immediate, short term, mid-term and longer term impacts associated with your ongoing efforts.)
· ANR has not adopted a strict logic model approach but encourages a program planning approach that allows the development of clear outcomes and impacts over time.  It is your responsibility to summarize your work to best communicate what you have accomplished and what outcomes, results and/or impact(s) your work has produced.
II. PROFESSIONAL COMPETENCE AND ACTIVITY
· One to two paragraphs summarizing activities and evidence of professional competence.
III. UNIVERSITY AND PUBLIC SERVICE

· One to two paragraphs highlighting your contributions and activities in this area.
IV. AFFIRMATIVE ACTION

· In one or two paragraphs, highlight specific efforts such as the following:
· Accomplishments in personnel or programmatic affirmative action.
· Document your leadership role in the county in affirmative action.
· Summarize affirmative action outreach and accomplishments.
For Advisors and Specialists Only

V.  Sabbatical Leave Plan and Report

Plans and reports for sabbatical leaves that have been completed during the review period must be uploaded.

· SECTION B: TABLES (no page limit, 11 or 12 pt. font)

NOTE: This format is suggested but its use is still optional.  If utilized, this format may help academics to simplify the merit and promotion process in future cycles.  The Guidelines for Preparing the Thematic Program Review Dossier at http://ucanr.edu/prguidelines include more specific directions for each table.  
I. PROJECT SUMMARY TABLE

	Project Title or Creative Activity/ Duration
	Role (PI, Co-PI, etc.)
	Collaborators (with affiliation)
	Support
	Support Source

	
	
	
	
	


· Support: Amounts listed are the funds directed to your program and do not include funds allocated to co-investigators and other research team members.  Include in-kind and/or service value (volunteer time)

II. EXTENSION ACTIVITIES

a. Meetings Organized (Classes/Short Courses/Demonstrations/Field Days/Other)
	Begin Date-End Date
	Meeting Name
	Topic/no. of repetitions
	Role
	Location(s)
	No. of Attendees

	
	
	
	
	
	


b. Educational Presentations (including oral presentations and posters)

	Begin Date-   End Date
	Meeting Name/Event
	Presentation Topic/    no. of repetitions
	Location(s)
	No. of Attendees

	
	
	
	
	


c. Other (including websites, social marketing, blogs, collaborations with other agencies or organizations)
	Begin Date-   End Date
	Description
	No. of Instances

	
	
	


d.  Other (including TV and/or radio interviews/programs, newspaper/trade magazine interviews)
	Begin Date-End Date
	Interviewed/Written by

(optional)
	Topic
	Media/Publication

	
	
	
	


III. PROFESSIONAL COMPETENCE AND ACTIVITY – List activities you have undertaken to      improve your professional competence
a. Professional Development and Training
	Begin Date-  End Date
	Location
	Name and/or Description of Activity

	
	
	


b. Disciplinary Society /Prof. Association - List disciplinary societies/professional associations
	Disciplinary Society/Prof. Assoc Name
	Membership/Meetings – Attended/Activities

	
	


c. Evidence of Professional Competence – List awards, honors, or recognition
	Begin Date-End Date
	Location
	Name and/or Description of Award, Recognition, Professional Presentation, Office or Activity

	
	 
	 


IV. UNIVERSITY AND PUBLIC SERVICE (county/local program, regional, state, national)
a. University Service – List university service activities (refer to the PR Thematic  Guidelines for specific directions -  http://ucanr.edu/prguidelines)
	Begin Date-End Date
	Activity
	Org Level
	Your Contribution and Leadership Role

	
	
	
	


b. Public Service – List public service activities (refer to the PR Thematic Guidelines for specific directions -  http://ucanr.edu/prguidelines)
	Begin Date-End Date
	Activity
	Org Level
	Your Contribution and Leadership Role

	
	
	
	


V. BIBLIOGRAPHY (required for advisors and specialists only) – The bibliography table shall include only those publications developed during the year in review and not previously listed.
	Publication Type
	Bibliographic Citation

	
	


ANNUAL EVALUATION
Section C

Due: February 2, 2015
Review Process Reminder: 

Your supervisor will discuss his/her evaluation of your performance with you. Check the AE Guidelines for instructions on how to acknowledge online that the review took place.
	Name:
	


	Title:
	


	County/Program:
	


SECTION C: Goals for the Coming Year (limit 6 pages, 11 or 12 pt. font)
Provide a brief description of goals and any barriers or obstacles to achieving these goals. 
I. GOALS FOR THE COMING YEAR:  October 1, 2014- September 30, 2015
· Projects you intend to accomplish in the coming year, anticipated collaborators and anticipated outcomes.
· What needs to be accomplished to advance?
· You may want to organize your goals according to the themes you are going to use in your Program Review Dossier.
Suggested format to develop and measure goals, to be developed for specific goals in each criteria area

	
	

	Specific Goals
	Anticipated Collaborators
	Anticipated Outcomes

	
	
	

	
	
	


II. BARRIERS/OBSTACLES IN ACCOMPLISHING YOUR GOALS

Provide a brief description.
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1

