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TIME TABLE FOR THE COMPLETION OF PERFORMANCE EVALUATIONS FOR 2009
	Friday, December 11, 2009
	New forms posted on Human Resources website at www.iue.edu/hr.

	Thursday, January 7, 2010
	All supervisors schedule meetings with staff for evaluations; must be scheduled at least 2 weeks ahead of time.

	One week before scheduled meetings
	Employees who choose to complete the optional Self Evaluation Form submit the completed form to the supervisor.

	January 22 thru February 12, 2010
	Annual Evaluation meetings between supervisor and employees.

	Monday, February 15, 2010
	All signed evaluation forms submitted to Reviewers by supervisors.

	February 15 thru February 26, 2010
	Reviewers look over the forms and meet with supervisors when there are questions.   

	Monday, March 1, 2010
	All completed evaluations are due to Human Resources where they will be reviewed by HR and put into employee personnel files.


