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	According to Board Policy GBJ-Personnel Records, "No evaluation, complaint or suggestion may be placed in the personnel file unless it meets certain requirements:

1. The communication must be signed and dated by the person making the evaluation, complaint or suggestion.

2. The employee must sign the communication acknowledging that he/she has had an opportunity to inspect the correspondence before it is placed in his/her personnel file.

Note:  The employee's signature does not indicate that he/she agrees with the contents of the communications.

3. The employee has the right to offer denial or explanation of the evaluation, complaint or suggestion, and any such denial or explanation will become a part of the employee's personnel file.  The denial or explanation must be submitted within ten (10) days of receipt of the communication by the employee.



	

	To be completed by the Supervisor:
	

	This is to certify that the above requirements have been met regarding the attached and that I have given the employee a copy: (please check all that apply)
	
	Evaluation

	
	
	Improvement Plan

	
	
	Complaint or suggestion

	
	
	Other:
	

	

	To:
	
	
	
	on
	
	

	
	Name of Employee
	
	School/Office
	
	
	Month-Day-Year

	

	
	
	
	

	
	
	
	Signature of Supervisor

	

	To be completed by the Employee:
	
	

	This is to certify that I have read the Board requirements and that I have received a copy of the attached documents on  ________________________.

	
	Month-Day-Year
	

	
	
	
	Signature of Employee

	
	
	
	

	Employees Refusal to Sign Communication
	

	
	
	
	

	Should the employee refuse to sign the evaluation, complaint or suggestion, the supervisor shall have another full time employee to witness such refusal to sign and to so indicate below.

	
	
	
	

	This is to certify that
	
	refused to sign the communication dated
	

	
	Name of Employee
	
	Month-Date-Year

	and attached to this cover sheet.
	
	

	
	
	
	

	
	Supervisor's Signature
	
	Date

	
	
	
	

	
	Witness
	
	Date
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