
PREPARING for PERMANENT 

APPOINTMENT

ÅLisa Willis,  NYSUT  Labor Specialist

ÅSimon A. Gerecht, Grievance Chair 



PRESENTATION GOALS

ÅTo help you 
better 
understand the 
Performance 
Programs, 
Evaluations, and 
the Permanent 
Appointment 
Process.



Performance Programs

ÅDefinition: A document that sets forth 

the duties, responsibilities and 

objectives assigned to the employee.



Performance Programs

Purpose:
VProvides the employee with a road map of what he/she 

is expected to do during the course of a year.

VSets the criteria 

upon which to 

evaluate the employee.

VServes as a guide to 

re-evaluate job functions. 



Policies of the SUNY Board of 

Trustees requires that

ÅAn employee must receive a written performanceprogram 

ÅThe performance program is determined by the immediate 
supervisor after consultation with the employee.

ÅThe UUP contract states that all NEW employees must 
receive consultation within 30 days of hire and a formal 
performance program within 15 days of consultation.



Performance Programs
ÅThings YOU should 

do each year in 

preparation for your 

supervisor who will 

prepare your 

performance 

program.



Performance Programs 

(The Process)

ïBe Proactive

ïDiscuss duties and 

responsibilities to be 

included in the 

performance program in 

advance.

ïPrepare a ñdraftò 

performance program.



The  Performance Program

should include:

ÅSupervisory relationships, such as who you 

report to, should be included in the 

performance program

ÅFunctional relationships 

ÅShort and long term objectives and goals

ÅCriteria for evaluating achievements of 

objectives



Criteria for evaluation must be:

ÅClear & 

Specific

ÅQuantifiable 

ÅMeasurable



The UUP employee should 

consider the following phrases 

for each objective:

ÅTo what extent 

am I 

responsible?

ÅHow often?



ÅMake sure Secondary Sources 

and criteria affecting your 

performance are identified and 

states such in the performance 

program.



Remember!
ÅYour performance 

program covers a 12-
month period but may 
be amended at any time. 

Å If you do not agree with 
your Performance 
Program, you have the 
right to attach a 
statement to the 
performance program 
within 10 working days 
from receipt.

Å If you are asked to take 
on a significant 
responsibility, you need 
to make a request to 
your supervisor for a 
new or amended 
performance program.



Donôts

ÅDonôt accept statements of unspecified 
duties. 

ÅDonôt accept objectives which you do not 
understand.

ÅDonôt accept objectives you have no 
authority to carry out. 

ÅDonôt accept objectives that are controlled 
by someone else as your sole responsibility.

And any other 
duties

as assigned...



Call the UUP OFFICE :

ÅIf you would like 
consultation concerning 
your performance 
program before you sign 
it.

ÅTo find out how to 
handle your Grievance?



ÅThings that every professional 

should know about the 

evaluation process.


