State University of New York

Campus:  SUNY Maritime College

Professional Employee Performance Program

Go to http://www.goer.state.ny.us/cna/current/uuppsnu/08appA28.html  to review guidelines for professional employee evaluations.
	Name of Employee
	     

	
	

	Budget Title
	     

	
	

	Local Descriptive Title 
	     

	
	

	Immediate Supervisor
	     

	
	

	Performance Program for the period:
	From
	     
	To
	     









(date)




(date)

Employee's Relationship with Other Organizational Units

	Unit(s)
	
	Professional Employee's Relationship to Unit(s)

	
	
	

	     
	
	     

	
	
	

	                                                                
	
	     

	
	
	

	     
	
	     

	
	
	

	     
	
	     

	
	
	

	     
	
	     

	
	
	

	     
	
	     

	
	
	

	     
	
	     

	
	
	

	     
	
	     


Secondary Sources
(To be consulted as part of the evaluation process)

	Source
	
	Relationship between source and professional employee

	
	
	

	     
	
	     

	
	
	

	                                                                
	
	     

	
	
	

	     
	
	     


Performance Objectives and Evaluation Criteria

(List the duties and responsibilities; immediate and long-term objectives; criteria for evaluating objectives; any functional relationships.  Consider the evaluation criteria in the Policies of the Board of Trustees of the State University of New York – Effectiveness in Performance, Mastery of Specialization, Professional Ability, Effectiveness in University Service, and Continuous Growth as you develop goals and objectives.)

Duties and Responsibilities:  

[Replace this text and type in the employee's duties and responsibilites, or, if not filling out form on-line, enter ATTACHED and attach pages as necessary to describe employee's duties and responsbilities.]
Supervisory Relationships:

[Replace this text with information about who the employee reports to and the reporting relationships of employees reporting to this professional employee.]
Specific Objectives to be achieved during rating period:  

[Replace this text and type in any specific objectives for this evaluation period or check  N/A if it does not apply OR replace with ATTACHED if you are not filling this out on-line and are attaching additional pages.]
Long-Term Objectives:  

[Replace this text and type in any specific long-term objectives for this employee or check  N/A if it does not apply OR replace with ATTACHED if you are not filling this out on-line and are attaching additional pages.]
Criteria for Evaluating Achievement of Objectives:  
[Replace this text with specific criteria, if any, that will be used to evaluate the accomplishment of objectives OR with ATTACHED if you are not filling this out on-line and are attaching additional pages.  Check N/A if if doesn't apply.]
*******************************************************************************************************
	This shall be the performance program for evaluation period specified.
	     
	during the

	
	Name of Employee
	

	
	
	

	

	Immediate Supervisor (signature)       

	Date


I have read and discussed the foregoing performance program with my immediate supervisor.  I understand that if I do not concur on the performance program, I have the right to attach a dated and signed statement to the performance program within (10) working days from my receipt of it but that unless otherwise amended, I understand that my supervisor will evaluate me based upon the performance expectations stated in this performance program.

	
	

	
	Professional Employee’s Signature

	
	

	
	Date


xc:
Employee


Immediate Supervisor


Secondary Level Supervisor (if any)


Personnel File (original)

 Return original to Human Resources for filing in professional employee’s personnel file.

[The performance program should be reviewed each year when the employee’s annual evaluation is completed.  As appropriate a new performance program should be developed to reflect changes in the duties or responsibilities or in the way that they are distributed or in the methods used to complete them.  The performance program should also be modified as necessary throughout the year to reflect such changes or there is a change in the immediate supervisor.]
