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Special points of 

interest:  

 Fall Training & Development  

 EEO/Sexual Harassment &                   

Ethics Training  

  Payroll Deadlines  

 Benefits  

From the desk of Lewis Benavides, 

 Human Resources Associate Vice President 

The Office of Human Resources has been asked to focus and 

assist departments as they review the effectiveness of its hu-

man resources assets. As with everyone else, we have imple-

mented internal cost savings programs and reorganized priori-

ties. We can offer advice on: 

 

Employee & Manager Performance linkage 

Career & Succession Planning 

Work Force Planning 

Enriching Employee Relations 

  

A Fall Staff Development Day will not be offered this year but 

there will be several Training & Development classes offered 

throughout the Fall semester that are free for all TWU staff 

and faculty. You are encouraged to consult your supervisor and 

enroll in one or all classes.  

 

For a full list of classes please see the flyer on page 2. 

 

TWU  has a goal to empower  our organization's 

strengths by empowering its employees.  

Cultural Diversity, EAP Payroll, Amanda Noday 

PTF Training, Myrna Flores Rolling With the Changes, EAP 

Purchasing, Vanna Parr  



Training & Performance Management 

Page 2 

Volume 23  

 2009 Fall Classes Available  

Melissa Ozuna 
Manager of Training &  

Performance Management  
mozuna@twu.edu  

940-898-3558  

Monica Kozak  
HR Associate 

mkozak@twu.edu  
940-898-3523  

 

To Register, Please Contact: 

Cultural Diversity  

Wednesday, September 23, 2009 

10:00 a.m.ñ11:30 a.m.  

ACT Rm. 501 

 

The focus of this seminar is to assist participants in un-

derstanding the powerful effects that culture plays in 

every person's life. Heightening awareness and challeng-

ing the thinking around issues of differences will in-

crease participants' comfort level and the effectiveness of 

their interactions with those they consider to be different 

from them. We will explore the universal aspects of hu-

man existence, and the basic qualifications of culturally 

competent services.  Time will be spent reviewing how 

cultural identity is shaped, and guidelines will be pre-

sented for dealing with diversity issues.  Interactive exer-

cises energize this seminar by helping participants ana-

lyze their belief systems and assisting them in uncovering 

expectations that might be problematic in the workplace 

and the world at large.   

Payroll 

Friday, October 9, 2009 

9:30 a.m.ð11:00 a.m.  

ACT Rm. 501 

Have questions about 

payslips, timekeeping or 

other payroll functions? Join Amanda Noday, 

Manager of Payroll for a brief class on pay-

roll, timekeeping and other frequently asked 

questions. 

PTF Training  

Wednesday, October 28, 2009 

10:00 a.m.ð11:30 a.m.  

ACT Rm. 501 

Join Myrna Flores in learning the correct 

process for completing Personnel Trans-

action Forms. Find out the doôs & donôts 

and find out some of the frequently asked 

questions.  

Rolling with the Changes 

Friday, November 20, 2009 

9:30 a.m.ð11:00 a.m. 

ACT Rm. 501 

This dynamic seminar focuses on managing 

transitions and changes in your personal life 

and the workplace.  Awareness and recogni-

tion of your strengths is vital to fortifying your 

resilience in response to change.  In this semi-

nar, you will have the opportunity to individu-

ally complete questionnaires, enabling you to 

identify your reactions to change, coping 

strategies. You will also develop an action 

plan.  We will cover the processes and stages 

for individual and group changes, and differ-

ent styles and strategies for taking care of 

yourself and building resilience. 

 

Purchasing  

November 12, 2009   

9:00a.m.ɂ11:00a.m. 

Video Conference: 

Denton ACT 502 & 602 

Houston IHSH 5305 

Parkland & Presbyterian DED 229  

 

TWU Procurement Services is committed to   
facilitating easy and timely procurement of goods 
and services to benefit the University, in accordance 
with State law, TWU Policy and internal guidelines. 
This class is aimed to teach you: 

Procurement Services 
Procurement Cycle 
Purchasing Specifics 
Payable Specifics 
Budget Control 
 

Join 6ÁÎÎÁ 0ÁÒÒȟ #ÏÎÔÒÏÌÌÅÒȭÓ /ÆÆÉÃÅ and learn the 
$ÏȭÓ ÁÎÄ $ÏÎȭÔÓ ÏÆ 0ÕÒÃÈÁÓÉÎÇ ÁÎÄ 0ÁÙÍÅÎÔȢ  

mailto:mozuna@mail.twu.edu
mailto:mozuna@mail.twu.edu
mailto:mozuna@mail.twu.edu
mailto:mozuna@mail.twu.edu
mailto:mkozak@mail.twu.edu
mailto:mkozak@mail.twu.edu
mailto:mkozak@mail.twu.edu
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State Mandated EEO/Sexual Harassment & Ethics Online Training  

Melissa Ozuna, Manager of Training & Orientation  
mozuna@twu.edu   940-898-3558  

Monica Kozak, HR Associate 
mkozak@twu.edu    940-898-3523  

 

All Faculty & Staff, 

 

State law requires state employees to receive supplemental Equal Employment Opportunity and Sexual Har-

assment every two years. EEO/Sexual Harassment training is accessible through the Human Resources Train-

ing & Performance Management website. 

State law also requires state employees to receive supplemental Ethics training every year. These are two 

different training sessions. 

All full and part-time benefits-eligible employees who have not taken the EEO/Sexual Harassment training 

within two years and all employees who have not taken the Ethics Training in one year will need to complete 

the computer based training program by November 1, 2009.  

You can find both presentations by going to http://www.twu.edu/training-orientation/training-available.asp 

There is a form for each of the two online training sessions that can either be printed, signed and submitted to 

HR or there is an option to submit via email.  

All departments should notify employees who do not normally have e-mail or computer access of this state-

mandated training requirement and allow time and opportunity for these employees to complete the program. 

There will be several classes for both EEO/Sexual Harassment Training and Ethics Training for those who do 

not have computer access.  

 

If you have already completed both programs, thank you for your participation. 

 

 

 

 

 

 

Are You ñOn Boardò? 
The new Performance Evaluation program started in January, 2009.  By this time all managers, supervisors, 

and any other persons who supervise or manage staff members should have passed several milestones. 

The first milestone was in the first quarter you had meetings with each of your staff employees, reviewed 

performance criteria, decided on the weighting of each of the two sections, and decided on the level of impor-

tance for each criterion.  With the employeeôs input, you created goals and objectives for this review period.  

The expectation is that all employees know exactly how and on what basis they will be evaluated. 

In the second quarter and third quarter you had or will have ongoing meetings with each of your employees 

to discuss and gage progress that is being made, change or modify goals and objectives as necessary, provide 

additional support or training if needed for the employee to succeed, and document the employeeôs progress 

or the lack of progress in meeting evaluation criteria. 

Participation in the Staff Performance Evaluation system is not an elective choice.  It is mandatory that each 

employee receive a performance evaluation. 

Reminder of Timelines 

January 1 ï January 31st 2009: supervisors meet with employees to set goals and start the perform-

ance planning process. 

Throughout the year, supervisors meet with employees at regular intervals to review progress and/or 

discuss changes. 

November 1st -15th, 2009:  Employees submit self-evaluations to their supervisor. 

November 15th ï 30th 2009:  Supervisors complete evaluations and present to employees.  Goals 

and objectives for upcoming year discussed. 

December 1st ï 15th 2009:  Evaluations are routed to the Department Head for review and approval. 

January 1, 2010: Evaluations due to HR and the performance planning process starts again. 

http://www.twu.edu/training-orientation/4837.asp 

 

Performance Evaluation System  

mailto:mozuna@mail.twu.edu
mailto:mozuna@mail.twu.edu
mailto:mkozak@mail.twu.edu
mailto:mkozak@mail.twu.edu
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http://www.twu.edu/downloads/training-orientation/EqualEmploymentOpportunity.pdf

