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Are you in'compliance?

State Mandated Training that are required by all state employees:

Ethics Training: State law requires state employees to receive supplemental

Ethics training every year years. Ethics training is accessible through the
Human Resources Training & Orientation webdilanaged byl he Office of

Human Resources

Equal Employment Opportunity and Sexual Harassment training:State
law requires state employees to receive supplemental Equal Employment
Opportunity and Sexual Harassment training every two years. EEO/Sexual

Harassment training is accessible through the Human Resources Training &

Orientation websiteManaged byl he Office of Human Resources.

Information Security Awareness: The Texas Administrative Code requires a
course for New Employeesd an Annual Refresher course for All
employeesManaged by the Systems Control Facility, with I.T.S.

The Fire Safety/Evacuation:Training is required foALL
employees.Managed byRisk Management, Facilities Management &

Construction.

The Hazard Communication: Training is required for all employees exposed
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Thank you for your cooperation!
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All new employees receive State Mandated Training during New Employee/
Faculty Orientation. Reminders are sent out every year by the appropriate
departments.
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ests are invited to celebrate the annual Service
Recognition program and reception.
wards & Retirement Recipients

Dallas Campus
day, May 3, 2010
and Room 277 -278
1:30 p.m.

ouston Campus
esday, May 5, 2010
IHSH 2120
2:00 p.m. i 4:00 p.m.

Denton Campus
Thursday, May 6, 2010
Hubbard Hall
2:00 p.m. 7 4:00 p.m.

Service awards are calculated on years of service to TWU in a benefitdigible position, ex-

cluding temporary and/or student positions. Retirees returning to work in benefits-eligible

positions are eligible to receive an award forcontinuing service. Service awards are base
¥ on the fiscal year rather than on first employment dates. Example:

2010 Awards

September 2, 2004  Through September 1, 2005 5 years
September 2, 1999  Through September 1, 2000 10 years
September 2, 1994  Through September 1, 1995 15 years
September 2, 1989  Through September 1, 1990 20 years
September 2, 1984  Through September 1, 1985 25 years
September 2, 1979  Through September 1, 1980 30 years
September 2, 1974  Through September 1, 1975 35 years
September 2, 1969  Through September 1, 1970 40 years

Melissa Ozuna Monica Kozak

Manager of Training & Performance Management HR Associate
2 mozuna@twu.edu mkozak@twu.edu

940-898-3558 940-898-3523
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Performance Evaluation System

REMINDERS:

e January 17 January 31 supervisors
meet with employees to set goals and
start the performance planning process.

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

e November 1-15. Employees submit
self-evaluations to their supervisor.

e November 15i 30: Supervisors com-
plete evaluations and present to employ-
ees. Goals and objectives for upcoming
year discussed.

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

Timeline

January 1:
Evaluations due to HR and

the performance planning
process starts again

Outstanding Achievement Award & TWU Award of Excellence

Honors Convocation has been set for Thursday, April 22, 20tli3. once again time to nominate and support those TWU staff
members who have gone above and beyond their job duties
day. Please take some time out of your busy schedules to consider and nominate a TWU staff memb@ufsiatiging Achieve-
ment Award and the TWU Award of Excellence

Eligibility Criteria:

Outstanding Achievement Award
All full-time staff employees, below the director level, with a minimum two years of continuous service with Texas Wonran's Unive
sity, shall be eligible for consideration for the Outstanding Achievement Award.

TWU Award of Excellence

All full-time staff employees, below the director level, with a minimum of five years of continuous service with TWU idoequired
the TWU Award of Excellenc&®ualified employees nominated for the Outstanding Achievement Award are automatically nomi-
nated for the TWU Award of Excellence.

Nominations must be submitted on th&mination Form .

Employees shall be selected based on outstanding achievements, accomplishments or services to TWU.

Department heads, Deans, and Vice Presidents are encouraged to add supportive justification as appropriate and or
to recommend additional employees as appropriate.

Please fill out and send Nomination Form, along with supporting materials, to Human Resources, addressed to
Melissa Ozuna, no later than5:00 pm. Friday, March 12, 2010.
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