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Human Resources Messenger

From the desk of Lewis Benavides,
Human Resources Associate Vice President

ltds never fun to read about i
especially in a challenging economic period with stagnant
wages, but the single digit premium increase by the state

was somewhat good news considering we had expected a
much larger one due to continued rising healthcare costs

and the lack of premium increases over the last few
years. Additionally, some other premiums will be going
down - so for an explanation please join us at any of the
Summer Benefits Enroliment meetings:

ns

Dentoni Tuesday July 21, 10 ainl pm, Rm. ASB 201
Houstoni Wednesday, July 161 pm to 4 pm, IHSH 2120
Parkland’ Thursday July 9, 9 ain11 a.m. Rm. 200A
Presbyteriar Thursday, July 91:30 pmi 3:30 pm, Rm. 105

Cheers, Lewis.

2009-2010 Benefits Changes

All Employees Eligible for Insurance Benefits, please see page 6 for infor
tion regarding changes to the Group Benefits Program administered by th
pl oyees Retirement System of Tex:a
clude:

. 6.93% premium increase for health coverage (note: rates have not
creased over the past 2 years)

. Approximate 1% premium increase for dental coverage
. Decrease in short term disability premiums
. New dental plan administrator will be HumanaDental

. Dental Choice plan will drop the 3 year waiting period for maximun
benefits and increase annual benefit to $1500.00
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Training & Performance Management

Training & Development Opportunities

Purchasing
TWU Procurement Services is committed to facilitating easy and timely procurement of goc
services to benefit the University, in accordance with State law, TWU Policy and internal guid

This class is aimed to teach you:
Procurement Services
Procurement Cycle
Purchasing Specifics
Payable Specifics
Budget Control

he Controllerds Office and
Thursday, June 4, 2009

9:30 a.mg 11:00 a.m.
Denton Campus ACT room 601

Off-Campus Training Opportunities
There are many training & development opportunities available in the Dallas/Denton/Housto
Departments need to make individual arrangements for payment and employee attendance.
numbers and web links are provided. Please view websites for a full list of courses and prig

SkillPath Seminarkttp://www.skillpath.com/
1-800-8737545
The Essentials of Communicating with Diplomacy & Professionalism
How to Become a Better Communicator
Managing Emotions and Thriving Under Pressure

National Seminarkttp://www.nationalseminarstraining.com/
1-800-258-7246
Advanced Microsoft Excel for the Power User
Business Grammar for Busy People
Management & Leadership Skills for Fk§tme Supervisors

Fred Pryor Seminatsttp://www.pryor.com/site/default.aspx
1-800-780-8476
How to Deal With Unacceptable Employee Behavior
How to Deliver Exceptional Customer Service
TeamBuilding

Melissa Ozuna Monica Kozak
Manager of Training & Performance Management HR Associate
mozuna@twu.edu mkozak@twu.edu

940-898-3558 940-898-3523
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http://www.nationalseminarstraining.com/
http://www.pryor.com/site/default.aspx
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There are several tasks that a supervisor needs to complete prior to the first meeting wit
the employee at the beginning of the performance period. It is important that the supervi-
sor establish goals and objectives for employees who are tied to departmental and unive
sity goals, objectives, and strategic plans. Supervisors should review goals with his/hf
chain-of-command to ensure the goals and objectives established for employees are
alignment with those of the department, division, etc.

e January 1-31st 2009:Supervisors meet with staff employees to set goals and start the performangt
ning process.
+ The two sections of the evaluation form: Performance Criteria and Goals and Objectives
assigned a weighted value.
+ A priority rating is assigned to each of the items in the two sections of the evaluation fornj
e Throughout the year, supervisors meet with employees at regular intervals to review progress or
changes.

You can view all of the Performance Evaluation forms and instructions at:

http://www.twu.edu/humanresources/training/NewEvaluationForms.htm

If the supervisor does not already have an appropriate system of tracking performance on his/her
employees, it is recommended that a Performance Management file be set up for each employee.
This file should be kept secured and will contain information regarding training the employee has at-
tended, certifications earned, letters of appreciation from other TWU employees and/or from the
public, disciplinary issues that have been addressed, etc. The Performance Management file will as-
sist the supervisor in tracking all information pertaining to the employee and thus make completing
the performance evaluation at the end of the performance period easier.

Track employee performance successes and short comings. It is recommended that the supervisor
meet with the employee at the beginning, at the end of the performance period, and throughout
the evaluation period on an as -needed basis.

Shoul d any problems arise concerning the employeeds perf
cussed with the employee as soon as possible. Problems and concerns that arise during the per-
formance period must be addressed as they occur and not held until the end of the review pe-
riod.
During the performance period it may become necessary to make adjustments to goals and objec-
tives as needs of the department and/or employee change. Should a goal/objective change, the
supervisor will need to communicate the change to the employee during the performance period.


http://www.twu.edu/humanresources/training/NewEvaluationForms.htm
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Our newsletter article for this quarter covers the TWU Riging Manager is aware of the guidelines and documenta-
cruitment & Selection Handbook and the importance #od requirements needed to hire new employees. And al-
need for proper form completion and documentation mtanugh it is incumbent on us to not only recruit and select
agement . Everyone has h dhebabt poshilde individiial foraoyripasigonsfibut loeutilizeo b
complete until the paper viletoklsandproceduresin @aad td groonatedur hiriry end n
fan of the term Apaper woemployment pradtides threughguo aur univerdity.r he reen d
point. It is incumbent in the recruitment, selection and eessity to complete the applicable documentation correctly
ployment process that all appropriate documentatiorand appropriately will allow the recruitment & selection
completed in its entirety and in a timely fashion (Persomrecess to run smoothly and will result in a timely hire.
Vacancy Form PVF, TWU Application, Request to ApKeep in mind, that we are also required by law and local
point Regular Faculty, New Hire Packet, etc.). It is amandate to complete certain specific forms to meet both
important to understand that all documentation associstatd and federal guidelines as well as comply with the
with each hiring process is included in the hiring file ahd/U guidelines (i.e. the Affirmative Action Plan (AAP)
the new employeebds per maaneétheWorkferae Bigersity ®lan for RecrutingdaadhSelece e
the significance of completing all documents in their &on). It also important to know that these guidelines ad-
tirety. dress statutory requirements such as the Civil Rights Act,
the Americans with Disabilities Act, the Texas Commis-
In order facilitate the employment and hiring processsias on Human Rights Act, and the State Appropriations
well as giving everyone a resource for finding all of thet.
associated forms, TWU has available to all Hiring Manag-
ers and Search Committees, the TWU Search &Selec@ina final note, it is important to remember that no two
Handbooki The Guide for Recruitment, Interviewing, Sdecuments are alike. For example, completing the TWU
lection & Diversity. This guide is the primary resource fapplication does not preclude the candidate from complet-
hiring and employment, aimgdhe NMew dHivei Pdaket anckwice versd. hEach documeantu
need to successfully recruit and hire new employeeshésr its specific requirements, with applicability and an ap-
TWU. It contains various hiring forms, checklists, samplepriate place in the official hiring and employee file.
letters, examples of interview questions and a plethor&\df the TWU Search & Selection Handbook can be found
information. FYI, we are in the process of updating trethe TWU HR Recruitment & Selection website link
current R&S Handbook to reflect the latest employmént WU Search & Sel ection Tool
guideline changes and it will also focus on the implemeRasources encourages the utilization of these resources that
tion of a new Applicant Tracking System (ATS) will allow your recruitment & selection process to be easy,
NovusHR. NovusHR is designed to streamline the higngooth and timely. It is incumbent upon all TWU Hiring
process, pare down processing time, and virtually elimiddsémagers and Search Committees to utilize the available
many forms that we currently use. We hope to introduesources at their disposal to facilitate the hiring and em-
this new software and prpbtegmentatexpdrieasnce.ar éRvledd d ¢
everyone posted. In the meantime, please continue Usng any questions regarding the Recruitment & Selection

our current handbook. Handbook or assistance with the recruitment and hiring
process. We wish you all the best and as always, we look
Back to the forms. .. | t foiward to viloekingQvithf youdoemeed your Rinngmeeeds. Re s

responsibility to ensure that each Search Committee and

Carlos Gallardo Sherry Driggers
Manager of Recruitment & Selection Assistant Manager of Recruitment & Selection
940 -898 -3759 940 -898 -3554

cgallardo@twu.edu SDriggers@mail.twu.edu
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Summer Enroliment News

Dates: July 61 July 31

Members have four weeks to make changes
benefits for Plan Year 2010 (September 1, 2
August 31, 2010). We call it Summer Enroll-

ment. This annual enroliment period is JW$B . e/ .
TRS Announces ST IO
' 2009. NS PR N
TRSTV! | f you dondt need to s to

benefits, it is not necessary for you to attend ¢
As part of the fair, send in a form or call Human Resources
commitment to ’ ) u _ . u !
enhancing direct ERS. Your current benefit elections will con-
and candid com-tinue in the next plan year.

munications with
you, TRS is ERS Online Security Enhancement

pleased to now ERS has enhanced ERS Online to provide more security for your account information.
offer TRS.TV. This enhancement requires you to register your ERS Online account and create a new
Using video and Username and Password. The registration process is an eagyy-step process that

audio, this site takes just a few minutes. Gowavw.ers.state.tx.uand click the View My Benefits User
willservetopro- Logi n button at the top of the screen to
vide you with register before you can make your Summer Enroliment changes.

important  and

timely informa-

tion in a highly Update your address in

visual, easyto- ERS Online

understand and B‘ UEEXHGS

ondemand for- h leted th
mat. To check Once you have completed the

out  this new registration process, be sure to Remember Your BlueExtras
communication Update your contact information o _
option, go to SO You can receive Summer En- Interested in discounts? You can get dis-

counts on items like eyewear through Davis
Vision and hearing aids through TruHear-
ing. You can also get discounts on Jenny
Craig and Curves. On the BCBS website at
www.bcbs.com/hs/blueextras.htm you will
see a link to the latest BlueExtras value
added discount programs. This flyer encom-
passes all of the various BlueExtras benefits
and vendorsd websites
BlueExtras flyer at http://www.bcbstx.com/
hs/pdf/blueextras2008.pdf

www.trs.state.tx. rollment information and other

us and click on important communication from
the TRS.TV ERS.
graphic.

Donna Shell Angela Cagle, PHR Jane Sewald
Manager, Benefits Assistant Manager, Benefits Human Resources Associate
940 -898 -3551 940 -898 -3552 940 -898 -3564

dshell@mail.twu.edu acagle@mail.twu.edu jsewald@mail.twu.edu
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Plan Year 2010 (Sept. 1, 2009-Aug. 31, 2010)

Group Benefits Program Information

Dental Coverage changes - ERS two dental plans will be offered by HumanaDental. The State of Texas
Dental Choice Plan® will keep its name, but drop the three-year wait for maximum benefits. Participants will
now receive maximum benefits beginning on day one. Also, the maximum annual benefit available in the State
of Texas Dental Choice Plan®" will increase 20 percent to 51,500, The benefits under the HumanaDental
DOHMO plan (formerly Aetnia DMO) will stay the same.

Optional Termn Life rates and Dependent Term Life rates will stay the same, except the Short-term Disability
rate which decreased to 30.29 per 3100 of monthly covered salary [From the ERS Websiis]

Health Select of Texas — Full Time Employees

Coverage Premium State Pays Member Pays
Member Only $38538 $38538 $0.00
Member & Spouse $826.02 $605.70 $220.32
Member & Children 3680 .42 $532.90 $147 52
Family $1.121.08 $753 22 $367 84
Health Select of Texas — Part Time Employees

Member Only $385.38 $192.69 $192.69
Member & Spouse $826.02 $302.85 $52317
Member & Children 368042 $266 45 $413.97
Family $1,121.06 $376 .61 3744 45

State of Texas Dental Choice Plan®™ HumanaDental DHMO

Coverage Premium Coverage Premium
Member Only $2246  pember Only $68.52
Member & Spouse $44.92  Member & Spouse $17.05
Member & Children $53 90 Member & Children $20 45

Family $76.36  Family $28.98



