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TIME TABLE FOR THE COMPLETION OF PERFORMANCE EVALUATIONS FOR 2011
	Tuesday, December 20, 2011
	New forms posted on Human Resources website at www.iue.edu/hr.

	Friday, January 13, 2012
	All supervisors schedule meetings with staff for evaluations; must be scheduled at least 2 weeks ahead of time.

	One week before scheduled meetings
	Self-Evaluation Forms completed by employees if required by supervisor or at the option of the employee if not required.  

	January 23 thru February 17, 2012
	Annual Evaluation meetings between supervisor and employees.

	Monday, February 20, 2012
	All signed evaluation forms submitted to Reviewers by supervisors.

	February 20 thru March 2, 2012
	Reviewers look over the forms and meet with supervisors when there are questions.   

	Monday, March 5, 2012
	All completed evaluations are due to Human Resources where they will be reviewed by HR and put into employee personnel files.


2011 Evaluation Forms are available this year in PDF format and can be completed on your computer.  This year Spell Check is available in the text boxes when you are typing.  Any incorrectly spelled words will be underlined in red and you will be able to go back and change them. 
You can also wait until you have completed all of your typing, then use the F7 key.  This will check the entire document and provide suggested corrections for any misspelled words.   
