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Performance Evaluation Program:

Are you on board?

The Performance Evaluation cycle started 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 im-
portance for each criterion. With
and objectives for this review period. The expectation is that all employ-
ees 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 suc-
ceed, and document the employeeds
meeting evaluation criteria.

Changes for next year.

Human Resources looks forward to utilizing Oracle for the performance
evaluation system.  The performance evaluation forms have been set up
in Oracle and Human Resources is in the process of testing the sys-
tem. Although utilizing Oracle for the performance evaluations will not
change the current evaluation philosophy and policy, it will streamline
the evaluation process.

The performance evaluation module will identify employees that need to
be evaluated by the supervisor, will automatically select the appropriate
evaluation form for each employee, and will store and populate data to
be used from one year to the next.
ments will assist departments with the evaluation process.
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Training & Performance Management Page 2
State Mandated EEO/Sexual Harassment & Ethics Online Training

All Faculty & Staff,

| State law requires state employees to receive supplemental Equal Employment Opportunity and Sexual Ha
assment every two years. EEO/Sexual Harassment training is accessible through the Human Resources Tra
ing & Performance Management website.

| State law also requires state employees to receive supplemental Ethics training every year. These are tv
different training sessions.

All full and parttime benefitseligible 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 goindittp://www.twu.edu/trainingrientation/trainineavailable.asp

You must view each presentation in full slideshow view in order for the links to work correctly. If the presen-
tation does not open automatically to a full slideshow view, you can do this by clicking F5 located on the top
row of your keyboard or by clicking on Slideshow view in the presentation.

All departments should notify employees who do not normally hawaieor computer access of this state
mandated training requirement and allow time and opportunity for these employees to complete the program

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

Reminder of Timelines

January I January 31st 2009: supervisors meet with employees to set goals and
start the performance planning process.

Throughout the year, supervisors meet with employees at regular intervals to re-
view progress and/or discuss changes.

November 1st15th, 2009: Employees submit selfaluations to their supervisor.

November 15th 30th 2009: Supervisors complete evaluations and present to em-
ployees. Goals and objectives for upcoming year discussed.

December 1st 15th 2009: Evaluations are routed to the Department Head for re-
view and approval.

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

http://www.twu.edu/trainingprientation/4837.asp

Participation in the Staff Performance Evaluation system is not an elective choice.
It is mandatory that each employee receive a performance evaluation.

Melissa Ozuna, Manager of Training & Orientation Monica Kozak, HR Associate
mozuna@twu.edu 940-898-3558 mkozak@twu.edu 940-898-3523
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Human Resources Messenger

NovusHRis coming soon to computer near yogglect organizations to eliminate any early soft-
We at TWU HR/ Recruitment and Selection avare discrepancies. Once the organizational test-
proud and very excited to share our news of ithg is complete and bugs worked out, we will
impending implementation of a new applicdotly implement the TWU Staff hiring, initially
tracking system (ATS) that will facilitate our Enscheduled for Summer 2010. Shortly thereafter,
ployment/Hiring Process NovusHR. This ATSwe hope to fully integrate the faculty hiring proc-
software is designed to allow HR Staff to revi@ss.

applications, make comments and electronically

route all submissions to hiring Managers or seafé¢t are embarking into a new and more innovative
committees for review and comment. We will t&ehnical phase of the TWU Hiring/Employment
able to customize NovusHR to incorporate @uecess with the advent of a new year. We hope
current hiring documents, facilitate and custorrdi@-streamline our current processes to facilitate
ing our workflow and streamline our overall progiing and simplify the tracking of all our candi-
ess by speeding up the application processingdatés. | hope you will bear with us during this
applicant tracking. This should make the hirige r y exci ting ti meeéa go
process easier to implement and much simplegaes a long way. And as you see throughout the

track. Metroplex, please pardon our dust as we are in the
process of construction
We br e currently i n tcangiructiena Thianks in pdvanee éosyourgdtience h

NovusHR i mpl ement at i oand geasenfeal faeb 10 gontact thewr¥/d Regruite u
rently inputting TWU specific information anthent & Selection Team regarding any questions
uploading position descriptions in the customiza TWU hiring and employment practices.

tion process. We hope to begin HR testing of the

software in December 2009 and initiate a testing

phase of the staff hiring process with only a few

Carlos Gallardo
Manager of Recruitment & Selection
940-898-3759
cgallardo@twu.edu

Sherry Driggers

Assistant Manager of Recruitment & Selecti
940-898-3554

SDriggers@mail.twu.edu
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