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EVALUATING THE PERFORMANCE OF NON-TEACHING PROFESSIONALS

v

By Charles Wu‘Léffin, Jx.

COLLECTIVE BARGAINING IN NEW'YORK.STATE;”

. Under the prov151ons of the Public Employees Fair Employ-

<

ment Act, otherwise known as ‘the ’Taylo:,Law, employees

of the State University of New York exercisé the rlghts

¢

of organizatlon ‘and collectlve representation concerning

the determination of the terms and'condlt;ons of~the1r

employment.

. Enacted into legislétion in 1967, the Taylor Law, while

prohlbltlng strlkes on the part of publlc employees,
permits a mechanlsm whereby public employees may desig- °
nate an agent to bargain collectively on thelr behalf.
Prior to the.enectment of thié'legielation; orofeésional
empioyees of the State ﬁniversity of New York were with-

out representation and negotiated terms of employment on

' an- individual basis.

EVALUATION OF PROFESSIONAL EMPLOYEES SRR

.On May 4, 1972, representat1Ves of the Staee Un1vers1ty

of New York and ‘the Senate Profession Association (which

"then represented State University pfofessional'employeeé)

signed a Memorandum of Understandingaconcefninq the

AN




establishment of a procedure to evaluate tﬂe performance
of all préfeSsioqq} émployees in the "Professional
Services Negotiéting Unit." Included in this unit are
memﬁérs of the non-teaching professional st#ff, such as
counselors, registrars, and other admin{FtratiVe per-
sonnel who are not designated as managerial or confiden-—
tial employees. Managerial employees are defined as
pérsons who férmuiate policy, assist in the preparation
and conduct of collective negotiétioﬁs or play a major
'Aro;e in the administration of agreéements or‘in personnel
administration. Confidential employees assist and act
3 ”; ,in’a coﬁfidentiaﬂ capééity to managerigl employees. The
State University annually publishes a list of job titles

excluded from the negotiating unit.
o !
FARMINGDALE AND THE SUNY SYSTEM

. The State University of New York'compfises,69 separate
institutions with a total enrollment of over 161,000 full
" .time equivalent students. The various units of the State

University are widely distributed across the State and:

>

inélude:- o S . ‘
- 4 Universi;y-ééntéiéf”"‘ ST o
2 Medical Centers
df\ 13 Four Year Colleges

: 2 Specialized Colleges (Forestry and
. ' Maritime) ‘

4




. by the Aflantic Ocean on the south and easf? Nassau and

6 Two Year Agricultural and Technical
Colleges x

5 Statutory Colléges

37 Community Colleges

With the exception of the 37 community colleges, which
are locally spons&red‘and have iocal boar@s of trustees,
the units of the State University are gs;erﬁéd by a A
central board of trustgeSKand opefaté under ‘the 1eadef¥ .

ship of a central administration which is located in Albany,

the State Capital. The State University of New York was
established by an actiof the State Legislature in 1948. |

The Agricultural‘and‘Tephhical College at-?armingdélé is ‘
located at the southeast end nf New Yo;k/SfEEe»in an area

which is popularly called Long Island. YLong Island is in

reality a peninsula which ijuts apéroximately i40 miles

into the Atlantic Oééan, The area is bounded by New York

City on.the‘westy bf Iong Island Sound on the north, and

suffolk Counties, which Farmingdale's campus straddles,
have a combined population of over 2,700,000 people.
The~eastérn gnd~Bf iong Island still contains some of the
gountry's largest potato and strawberry farms, while the

western end borders on New York City.

ra

Foun&éa&IB“I912T~asN§Qg‘New York State School of Agriculture,

e
—
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- Farmingdale' has experienced manyichanges over the past
63 years and today offers a variety of full time and
part time programs in agricultural and englneerlng tech-
nologles, human services, buslness and arts. and sciences.
The academic programs are made up of 30_separate-and
'distinot curricularand’enroll'bvér~6,500 full time and
over\7,100-part‘time students. Farmingdale)has over 300
full time faculty and ovexr 100 non;teaching professional

employees.

PERFORMANCE PROGRAMS

As establlshed by the Pollc1es of the Board of Trustees

of the State Unlverslty of New York, the«performance of
‘ea’ﬁ’non—teachlng professlonal employee must be evaluated
in writing by the person's jmmediate supervisor once each
year during the term of appointment. This annual eval- -
Fuatlon must- be based upon the*employee s Performance Pro-

13

gram. Employee ‘Performance Programs are determlned jointly

by the employee and the 1mmed1ate supervisor and constrEnte
‘a written document which is kept on file (See Appendix A).
The Performance Program lists the employee s dutles and
responsibilities, supervxsory relationships, and functional
relationships. Each of the employee's functions are stated

in terms of performance objectives with criteria for eval-

vation. ‘Long texrm goals are also developed and stated.
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EVALUATION CRITERIA

The criteria for evaluating the pérforménce?of non-teaching

" (a)

(b)

(c).

(a)

(e)

. professional employees are as follows:

Effectiveness in Performance — As demonstrated

by success in carrying out assigned duties and

-
v 2

resﬁbnsibilities.

-

Masteryﬁof Spec1allzatlon - Indicated by

degrees, 11censes, honors, awards and reputa-

tion in profgss;pnal field.

professional Ability - Shown by invention or

innovation in professional, scientific, admin-

' {strative or technical areas; such as the

development or refinement of programs,; methods,
procedures or apparatus.

Effectiveness in University Service =~ Demon-

strated by such things as successful committee

work, part}cipstion in local campus and
University governance and involvement in
campus or University related student or
community activities. » .

Continuing Growth.- Evidenced by .continuing

education, participation in professional

organizations, enrollment in training programs

and research..

‘e

»
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"- As part of the anhual evaluation process, theucomments

S .
of the employee's, immediate supervisor are recorded

s

(see Appendix B) and the employee is glven a copy of

the supervisor's wrrtten comments. At ‘this time, the

- 1 *
immediate supervisor must discuss the performance eval-~
r'd

uvation and possible modification of the Performance Pro-

\ gram with the professional employee. In, his overall

evaluation, the immediate supervisor must indicate whether

. or not the employee's performance is satlsfactory.' In the

event of an unsatlsfactory rating, the employee may request

<

review of the report by a professlonal staff commlttee

establlshed for this purpose.

- ' . ;-
.

EFFECTIVENESS OF THE EVALUATION PROCESS -

Overall, the formal evaluation'process has. not proven . /

o difficult to administer, nor has it created any observable

- ’

negatlve effects. Well developed Performance Programs  °

x

" cleaxly indicate the expected functions and levels of pro-

fesslonal performance and help ellmlnate the possiblllty
of arbitrary'evaluatlons. The evaluatlon process 1tself
gives the\nonjteaching profesSionaluempIOYee the oppor-
tunity to respond to his supervisor'sfcomments»and the
continual annual review process has the effect\of setting
performance goals on a year. to year basls providing the

flex 'b'ilty of altering professlonal performance objectLVes

.
.

~ .
o) g
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to meet the changlng needs of the college. All in all,

our experlencekw1th the. process has been p051t1ve and

we would recommend 1t to 1nst1tutlons seeklng to develop

a program of evaluatlon for non—teachlng professional
) employees. .
AN ' .




Appendix A

o

The following is the Performance Program for Mary Smith, ,
Dlrector of Admiss:.ons, Farm:.ngdale, covering the perlod -

“3f December 1, 1974 to ‘November 30, 1975.
H * v

¢

Submitted by: /ﬂ%‘/ jﬁﬁ@
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I. DUTIES AND nEsébNSIBILITIEs: “The Director of

\ ' Admlsslons shal . ) . ‘ 0

»

\-L "/, i . .

|
1. Dlrect the‘College s admxssxons program. \
2. Establlsh procedure for processing apprlcatlons.

3. Recommend criteria- for admissions of new,
- transfer, readmit, and change of curriculum . E
applicants in terms.of high school average, g
rank—-in-class, test scores, and previous
. ) college performafice. . .

. \ - .
‘ 4. Evaluate and interpret academic credentials.
,'v"\ - ‘ ]
- - © 5, 'Direct the notificationm to appllcants of
. decisions and handle pressures’on behalf of
d1sappoxnted appllcants.

6. Organize, orient, and supervise persons who
perform appllcant 1nterv1ews.

E ol - +

7. Prepare reports relevant to admissions opexations. Ny
8. Perform other duties \as assigned. : L
hd s
. M i .

- - 3

II. SUPERVISORY RELATIONSHIPS:. : : P

-

‘. 1. The Director of Admﬁssions reports to the Vice
. ‘fo‘ Presidént for Académic Affairs. ] .
. . 2. The Director of Admissions .supervises the
) personnel in the Admissions Office.
|

III. FUNCTIONAL RELATIONSHIP:

The Director of Admissions works with 1) Chaixrmen of

academic divisions and departments, 2) Dean of Students,

3) Dxrector of Housing, 4) Director of Financial Aid,-

5) Bursar, :6) Vice Presidents, 7) Regxstrar, 8) Assist-

ant Dean of Students for Specxal Programs, 9) Director -
) of Computer Center, 10) .SUNY Admissions Processing °
Center, 11) High School Guidance:Counselors, 12)
Federal and State Agencies, and r3) other gOVernmental <.
and private agencies as may be required

4y
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1v. ' IMMEDIATE OBJECTIVES AND CRITERIA

2,

I

N

Function: The Director of Admissions shall direcéﬁthe

College's. admissions program.

Objective'-
|

An on-going program for
student recruitment and
counselor updating shall
be maintained.

o
Applications for full-time
day matriculation shall be
received and processed.

=
"4

ﬂbplications for full-time
day matriculation shall
be decisioned.

e
An on+going interview and

advisement program shall
e provided. T

,

_of facilitating thesapplication;

-

]

) Criteria
A program for day and evening . -

visits to selected public and
private high schools will be
organized as part of the. .
admissions recruitment effort.

On-the-site visits to public g
and private secondary schools

as well as on-campus programs

shall be maintained in an effort

to keep high school counselors
abreast 6f a1l campus develop- -

4medts related go admlssioﬁg. _

/ . -

Contact will be maintained with
the S.U.N.Y. Admissions Process— -

ing Center and the gampus . o~

Computer Center for the purpose

prégessing system. s

*Decisions will be*based’bn‘prEL “;:
dotermined criteria fox coyrse : -
. xequirements as established by

. department’ chairmen. - .

~

-\

Decisioniﬁg‘nill take intd con-
sideration the Specific cirricula
quotas as pre-determined.

[ }‘ i
A schedule of appointments with
prospective students’shall be . i
maintained. ’ ] S
Information pertaining to admis-
sions, - curricula, application pro- .

. "

-cedures and:othexr matters of, concern
to prospective applicants shall be,
disseminated to all interested
parties. : .

-

-
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Function: The Director of Admissions shall establish
procedures for processing applications.

Objective Criteria

Applications for -full-time Processing will take'place as,
day matriculation shall be rapidly as possible with the

p:0cessed upon xeceipt of present staff and without un-
\ ‘all pertinent data fxom - necessary inconvenience to
v the S.U.N.Y. Admissions applicants.f

Processing Center. ,
Special tests and examinations
will be arranged for applicants
. -~ to talent programs.

Consultation shall take place
when necessary with academic
department chairman.

Function: The Director of ‘Admissions shall recommend

. . ~__ ecriteria for admission of new, transfer, re-
- admit, and change of cuxriculum applicants

in terms of high school average, rank-in-class,
test scores, and previous college performance.

Objective T Criteria -
. Admissions criteria othex Criteria will be detexrmined
than prerequisite entry following evaluation and re-
. courses, shall be re- view of performance of pre- -
- - .viewed and established vious freshman classes.
' . - priér to the admission B oL
_of each new entering Consultation will take place
class. ‘ vhere advisable with depart-

ment heads. -

fFunction: The Director of Admissions shall evaluate and
runction . j .
. interpret academic credentials..

Objectivé Criteria
Academic records sub- Academic records shall be inter-—
mitted with applications - preted to applicants, parents,
shall be interpreted. and other coricerned parties in

K terms of academic readiness and
L ~ curriculun aqmissibility.

/ .

B A Previous college records shall be
‘. : . , reviewed for |admission-accept-

| . ability and prggram placement \
| - .
| 5 | | | | \
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The Director of

Function:
. notification to

\gdmLSSLOns shall dlrect the -

applicants of decisions .and

handle pressures op behalf of dlsappOLnted

applicants.

Objective .

Notification of all -‘Admis-
sions decisions shall be -
processed. -

T

R

I
. //I
. Communication on behalf of

‘disappointed applicants
shall take place.

Function: The Director of

Criteria

All applicants for admlsolon
to.the College shall be notified
cf action- as rapidly as
- possible. |
Notification shall inélude
letters of acceptance, waiting
list, rejection, cancellation,
and reinstatement.

All rejected appllcants will e
offered a follow-up intervxew.

-—

Adnissions shall organize, oriemnt,

and supervise persons who perform applicant inter-

vievs.

Objective

All persons involved in
student recruitment and
interviewing shall be
appropriately trained
and supervised.

Function:
' releyant to the

Objective
A freshman profile shall
be prepared.

Criteria

An organized training program
for all, new professional admis-
sions employees shall be pro-
vided. \ -
The performance of all staff
members involved in: student
recruitment and interviewing
shall be periodically reviewed
and evaluated.

The Director of Admissions shall prepare reports

admlsSLOns operatlonu
/ Crlterla
When appropriate data is available,

a comprehensxve profile of the fall
entering class shall be prepared

A weekly statistical progréss re=-
port shall be’ prepared as soon as
suff1c1ent data is available.
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LL X Y

Objective ) Criteria

V. LONG TERM OBJECTIVES: o

- 13 -

N Other reports relevant to
‘ Admissions. shall be prepared
when deemed advisable. .

~

L&)

The Director of Admissions shall seek improvement
of his professional growth and capabilities through
formal course work; attendance, whenever timz and
budget permit, at professional, State and S.U.N.Y.-
sponsored workshops and conferences; _and/or. through
his own readings. A written report shall be sub-
mitted to the Vice President of Student Affairs with- -

“in ten days following workshop cr conference attend-

ance. Final grades earned in formal course work ,
.shall be forwarded when’ avallable, to the Vice ‘
Pre31dent of Student Affairs and to the President I
. of the College. T
The Director .of Adm1551ons shall partlcipate in

local campus and Unlversity affairs, .and/or be

involved in campus or Uniyersity" related student

or community activities.

The Director of Admissions shall repoxt to the
Vice President of Student Affairs and Dean of ) ‘
Students any honors -or awards granted.

The Director of Admissions shall recommend improve-
ments in ‘the present office procedure designed to
increase efficiency and reflect changing needs.

4
{




w ) © NOW-TEACIHING ‘PROFESSIONAL

7 .4‘ ., ) CRE— s
STAFF EMPLOYEE EVALUATION FORM

{EMPLOYELRD NAME Smith .EmHM\ / _ y DEPARTHINT Admissions
{(Last Wamg) (First) (M.I.) -
- . R T Te— , "
IILIEDIAPE SUPERVISOR Jones . John - . ' DATT Décémber 1, 1974
(Last Name) (First) i < - .
EVALUATIVE " # NOT APPLICATDLE
CRITLRIA coMMENTS {(PLTASE CHECK) .

. \\
mmmmoam<mwwmw ™
@mwwowzvzom

-

Miss Smith has been extremely effective in ‘her
verformance. ‘Her cifectiveness has been an assct
to the Colldge in attracting, students to
Farmingdale. . -

o

24

~

1/A

Miss Smith is an authoritv in her field and has
.more than mastered the position of Director of

Admissions.

A

N/A

= . PROFESSIONAL
, ABILITY :

N

fiss Smith is a nrofessional in the true scnse of

the word and carries out the responsibilities of
her position to the benefit of the College.

_,
,,

[acd
-d

T\
L4

liiss Smith is on many committees both within the

. University and the College and outside .the University.

Sha contributes continuously of her own time for the
benefit of the College

- ¢

COLTLNLIING

ey LTI
EROVITH

T

L4
Miss Smith continues to expand her perspectives
on her role in. the College and continues to accept
new and greatéxr challenges with the enthusiasm and
confidence needeé to fulfill the role of Director

- . . 1
of ndmissions:

-

IC

Aruitoxt provided by Eic:

Q
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* . " NON-TEACIING PROFESSIONAL STAFF EMPLOYEE EVALUATION FORM -

] 3

EMPLOYEE 1IAME (LAST) , Smith
OTIIER
EVALUATIVE . .
- CRITERIA ) , ‘ , : :
(T.IST) ¢ g . . COMMENTS
, . , - S
< /. .” .
3
,v M {
| i
| * —
| . .
NTs)
~ . i — -
' " . — ; : T :
OVTRPALL Migs Smith is a dedicated professional and we at Farmingdale are auite
OOKHMZGm fortunate in having her as a member of our staff. I would not heSitate
. in ﬂoooaambmwbm her for promotion, merit money or any other recognition
that can be bestowed upon her. .
. OVERNMLL m<>H_CV.H.,HOz, (CIIECK ONE)
: - [.”] RECOMMENDED FOR PROMOTION
“ " [] SATISFACTORY. WORK PERFORMANCE . 77 D
N A . ] , . \.:.\\Yx\ \\N&\ \b\\\s\w
: [] UNSATISFACTORY WORK PERFORMANCE (Supérvisor! N\,,mwnsmﬂsnov {date)
, . S i : .
Original to be sent to appropriate Vice-President .r\ v
Copy to be kept by Supervisor . ' ‘
—-—-.. .Cony_to he aiven to wHomommwosmH Staff Employee
- . Zopy to Bé "filed -in.iTP Employee's Personnel Folder,
T ‘ | e~
/. o “



