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Evaluation of Non-Administrative Staff 
Each non-administrative staff member’s job performance shall be evaluated by the staff 
member’s direct supervisor.  The evaluation process includes annual evaluations, on 
forms applicable to the job classification and description, and day-to-day appraisals. 
Employees covered by a collective bargaining agreement shall be evaluated according 
to the terms stated in agreement. 
The supervisor shall provide a copy of the completed evaluation to the staff member 
and shall provide an opportunity to discuss the evaluation.  The original should be 
signed by the staff member and filed with the Human Resource Office. If the staff 
member refuses to sign the evaluation, the supervisor should note the refusal on the 
form. 
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