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     AUSTIN INDEPENDENT SCHOOL DISTRICT      
Department of Human Resources
Phone:
(512) 414-1721

1111 W. 6th St.,   Austin, Texas 78703-5300
Fax:
(512) 499-0270

URGENT: ALL 2002-03 APPRAISALS MUST BE RECEIVED IN HUMAN RESOURCES BY 10/31/03

DATE:

October 22, 2003

TO:

Principal/Director Addressed

FROM:
Michael Houser, Executive Director of Human Resources

RE:

Collection of Completed 2002-03 Appraisals for Permanent File and Report to Board

One of the Executive Limitations (EL-6) adopted by the Board requires the Superintendent to ensure that the AISD appraisal system for all employee groups is effectively utilized to measure employee performance.  Board Policy DN requires all AISD employees to receive an annual appraisal.  On November 10, 2003, the Board will receive a report showing the number of 2002-03 appraisals that were and were not returned to Human Resources from each school and department in AISD.

On August 11, 2003, our department sent a request to every school and department across the district to retrieve missing appraisals for all employees for the 2002‑03 school year.  After accounting for any additional appraisals received from your location, our records show that some or all of the 2002-03 appraisals that were required from your school or department have not yet been received in our office for permanent file.  Although you may not have been in charge of the school or department at that time, we need your feedback as follows:

Review the attached 2002-03 employee list for your location.  The list is sorted into three major groups as designated in the column labeled “Appraisal Received” (NO, N/A, YES).  Each major group is sorted by “Type of Appraisal”:

(1) NO - Signed appraisal document NOT received in our office.

(2) N/A - Appraisal document not received, but there were extenuating circumstances.

(3) YES - Appraisal document was received.


Complete and return this document for 2002-03 appraisals to Human Resources by October 31, 2003.  If you have no appraisals to return, fax this document, with your response below, to 414-0004.  If you are returning appraisals with this document, mail all materials to Professional Human Resources.

CHECK ALL THAT APPLY:


All of the missing 2002-03 appraisal documents are enclosed with this memo.

Some missing 2002-03 appraisal documents are enclosed.  The other appraisals were not completed.


The missing 2002-03 appraisal documents were not completed.

A line has been drawn through the name of any employee on the attached list (enclose a copy of the list) that 


did not receive a 2002-03 appraisal at this location because:

· the employee’s primary assignment was at another district location, or 

· the employee resigned or went on leave before the appraisal could be completed.


Other – provide explanation below:

Printed Name of Current Principal/Director
School or Department

Signature of Principal/Director
Date of Signature

Check Correct Answer (
Principal/Director 
WAS
WAS NOT
in charge of this location in 2002-03.

DEADLINE: Return This Completed Form & Missing Appraisals to Professional H/R by October 31, 2003.

Appr- Missing 02-03b

