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WELCOME!

As Director of Facilities Management, I am pleased to welcome you to the Facilities Management team. You play an important role in the success of this department.

The Facilities Management Department is dedicated to providing a quality environment for teaching and research at Concordia College. We are responsible for the operation, maintenance and repair of all existing college facilities.  Our services are tailored to meet the changing needs of our students, faculty and staff who occupy a wide variety of facility types, ranging from administrative offices, classrooms, laboratories, hallways and restrooms.

We take our jobs seriously and make every effort to provide the best services possible to meet the specific needs and requirements of our customers. The success of any department requires the combined effort of every person connected with the group. Certain policies, rules and regulations governing working conditions and procedures are necessary in order to ensure a smooth operation.
The purpose of this booklet is to acquaint you with our policies so you may better serve as a member of the Facilities Management team. The handbook is not intended to answer every question. The policies also provide some guidance as to what Concordia College expects from you as an employee. As the handbook policies are broadly stated and not tailored to individual circumstances, the policies are not a legal contract.  Please feel free to ask either your immediate supervisor or any member of our Facilities Management Administrative Team if you have questions.


Wayne Flack
Director of Facilities


CONCORDIA COLLEGE FACILITIES MANAGEMENT SUPPORTS THE MISSION STATEMENT OF THE COLLEGE 


This handbook replaces all previous handbooks.

May 2010

For reference, the Concordia College Handbook and Concordia College Student Employee Handbook are part of this Facilities Management Student Employee Handbook. Please refer to these documents for further information.

CONCORDIA COLLEGE FACILITIES MANAGEMENT

Facilities Management is responsible for the operation, maintenance, and repair of all existing college facilities.  Your decision to join our team will allow you to learn practical and transferable skills.
The purpose of the Facilities Management Student Employment Program is to provide for students of Concordia College:
1. meaningful work as a part of their education;
1. a means of subsidizing their college expenses;
1. a method for bringing students and support staff together in an extremely cost effective and mutually
         advantageous relationship.
This work is to include proper training, effective and timely feedback, flexibility, responsibility with accountability, a voice in operations, and opportunities for growth and development.

Customer Service
Customer service is key to the success of our department and how we interact with the campus community.  

Student employees are expected to comply with the same work standards, policies, and procedures expected of our regular staff.  The following lists some basic employment requirements.  Continued employment is contingent upon compliance with all Facilities Management policies. 

HOW TO APPLY FOR A JOB WITH FACILITIES MANAGEMENT

After you register for classes at the end of each semester you are eligible to apply for a position with Facilities Management. You can fill out an application at the Facilities Management office. We will review your application and if an interview is needed at a future time, we will notify you.  

Summer Employment
Summer employment is only available to those enrolled in summer school or those who are registered (and have paid the deposit) for at least two credits the following fall semester.  In the event that the Facilities Management Department doesn’t have enough applicants with registered students, high school students may be hired at the discretion of the hiring supervisor.  Students working more than one job on campus are responsible to ensure that the combination of jobs does not exceed 40 hours per work week (Sunday through Saturday). Student employees are initially assigned an area or “trade” to work in.   It may be necessary to reassign student employees to other trades to meet deadlines and make the most effective use of student employee resources.

Questions about Facilities Management positions or the application process may be addressed to the Assistant Director of Facilities Operations at 299-3362.

DESCRIPTION OF STUDENT POSITIONS

The student worker positions that are available at Facilities Management are with the following departments:

1. Administrative Support
1. Building Services
1. Facilities Support
1. Electrical Services
1. General Construction and Finishes – Carpentry/Painting
1. Grounds Services
1. Heating and Cooling Plant
1. Plumbing Services
1. Transportation Services
1. Events Setup








POLICIES & PROCEDURES


Wages and Payroll
After being notified that you are hired, you must complete the necessary paperwork.  These forms can be obtained from the Facilities Management office. Please bring your driver’s license and Social Security card or passport paperwork. (See Appendix A for lists of other acceptable documents.)
	
Students employed at Concordia College Facilities Management receive wages based on a variable wage scale:

	Step
	Rate of Pay
	Step
	Rate of Pay

	Step 1
	$8.25
	Step 6
	$8.75

	Step 2
	$8.35
	Step 7
	$8.85

	Step 3
	$8.45
	Step 8
	$8.95

	Step 4
	$8.55
	Step 9
	$9.05

	Step 5
	$8.65
	Step 10
	$9.15
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Students employed by Facilities Management for the first time are paid $8.25 per hour.  To be eligible for a step increase, you must return to work for Facilities Management. You must also have worked at least 60 hours during the preceding semester or accumulated at least 60 hours of credit over the course of two or more semesters. If you meet these criteria and your supervisor rates your job performance as satisfactory, you will advance to the next step and receive a 10-cent per hour pay increase. These increases take place in September and January (in May if you work during the summer). These raises are not automatic, but are awarded on the basis of good performance (Appendix B).

Student managers are paid $8.55 per hour starting due to responsibilities and expectations that are assigned to them. 

Timesheets 
Before receiving credit for the time you have worked, you must complete a daily timesheet. Your timesheets must be turned into your supervisor who will forward it to the Facilities Management office for processing.  If you have any questions about your check, contact the Facilities Management office.  Student employees will be paid every two weeks.

All paperwork must be completed before a payroll check will be issued.  (Refer to the Concordia College Student Handbook at the Human Resources Web page.)

Overtime
The work week is from Sunday through Saturday.  It is the student’s responsibility to inform his/her supervisor if they will be exceeding 40 hours of work in one week.  If the work week is going to exceed 40 hours, the direct supervisor must approve additional hours in advance.

Attendance
Student employees are expected to be to work on time.  Student employees who are unable to make it to work are required to call the Facilities Management office (299-3362) before their shift begins.  The direct supervisor may require they also be contacted prior to the beginning of the shift.  Student employees are required to get prior approval from their supervisor for any requests for time off. 
	
Because tardiness causes extra work for those present, it is very important for all Facilities Management employees to be punctual. Please manage your time so you can work as assigned. 

Resignation
To resign, you must notify your direct supervisor and Assistant Director of Facilities Operations.  Two weeks’ notice is encouraged and will begin the day you resign your position. You are responsible to work your shifts until the two-week requirement has been fulfilled or you are informed that your position has been filled. Employees who resign without notice may be ineligible for rehire.

Dress Code
The following guidelines are in place to provide a consistent image with our student workers in the Facilities Management Department.



Basic uniform guidelines are:
1. Facilities Management issued shirt (Summer)
1. Department issued ID badge (Academic year)
1. Jeans or short pants of mid thigh length are permissible (May 1 – September 15)

If clothing does not meet guidelines, student workers will be instructed to go home and return in clothing that meets uniform guidelines. Repeated failure to comply with these guidelines will result in disciplinary procedures.
1. Employees are required to appear for work clean, well groomed and neatly dressed.
1. No torn, frayed or ragged clothing will be allowed.
1. No alterations to the shirts are permitted.
1. No sleeveless or tank tops allowed.
1. Employees must wear socks/hose and closed toe, closed heel shoes with non-slip soles and be appropriate
    for the type of work performed.
· Shirts must be returned at the end of the summer.
1. Employees may wear jeans or shorts of mid thigh length (May 1 – September 15)
1. No bare midriff backs, or undergarments should be exposed. Pants must not drag on the floor.  

Holidays
Student employees are not expected to work during holidays.  Holiday time off is not paid time. 

Background Check
Student employees are required to submit to a criminal background check as a condition of employment.
 
Breaks
Break times will be designated by the department supervisor.  All questions on breaks, lunch periods, etc., can be directed to the supervisor.

Keys
(Refer to the key/fob policy stated on the back of the Key/Fob Request Form located on the Facilities Management webpage of the Concordia College website.)  

Sexual Harassment 
(Refer to the Concordia College Student Handbook located on the Campus Information Office web page.)

Lost and Found  
Items found in campus buildings or grounds that appear to be the property of an individual or the College, but do not appear to be attended, or in their proper location, and whose ownership cannot be immediately determined, are to be classified as a lost and found item.  Campus Information, which is in the Knutson Campus Center is designated as the official Lost and Found Center.  Individual departments or buildings are not to maintain lost and found areas.  All lost and found items are to be delivered to Campus Information before the end of the shift for that day.  A property report shall be completed for all items turned over to the Lost and Found Center.  Under no circumstances should lost and found items be kept in an individual’s possession or be removed from campus.

Smoking
The college strongly discourages smoking because of the health hazard. No tobacco products may be sold on campus and smoking is not permitted within any campus building.  Smoking may occur outside of buildings at least 20 feet away from entrances. 

Alcohol and Other Drugs
(Refer to the Concordia College Student Handbook located on the Campus Information Office web page.)

Cell Phones/Computer Use
Students are encouraged to use cell phones or computers for personal use during scheduled break times.   


EMERGENCY PROCEDURES

Fire Alarm
If a fire alarm goes off when you are working, please exit the building as quickly as possible and go to the area assigned to your unit so your supervisor can account for everyone on the shift. Do not stop to collect personal belongings.  Do not return to the building until a fire official, Public Safety or Facilities Management employee tells you it is safe.



Tornado Warning
In the event of a tornado warning (a tornado is imminent) please go immediately to an interior hallway on the lowest level of the building (avoiding doors and windows).  Once you are in these areas you should crouch or sit on the floor. Please remain in this location until a supervisor tells you the danger has passed.

EVALUATIONS

Thirty Day Evaluation
Supervisors are expected to do a written evaluation four weeks after the beginning of their employment start date.  This will give the student employee a clear understanding of how they are performing.  If the student employee’s performance does not meet the productivity and quality standards of Facilities Management, the student’s supervisor will recommend that the student’s employment be terminated.  In such cases, the student will be given a one week notice.  If it is the supervisor’s opinion that this student may work satisfactorily in another trade, the supervisor may recommend that he/she be transferred to another work area within Facilities Management.  Transfer to another area within Facilities Management is contingent upon a vacant student position.

Exit Evaluation
Supervisors are encouraged to do an evaluation on the last day of the student’s employment for that semester or summer.  Student employees receiving an average of “3” or better on the evaluation will be eligible for the wage step increase (providing the hourly requirement is met).  Student employees receiving less than a “3” will not receive a wage step increase.  

DISCIPLINARY RIGHTS/PROCEDURES
EMPLOYEE DISCIPLINE

The purpose of employee disciplinary policies is to foster good employee skills, ensure fairness, and accommodate the needs of our customers. We want your employment experience in Facilities Management to be enriching and educational. Good work habits and skills will make you a valued employee in any career after graduation.

A three-step disciplinary procedure applies in most cases. This procedure includes using an employee counseling report in conferences with the employee. The three steps are:
1. Written reminder — for minor violations of policy the first time they occur.
1. Written warnings — for minor violations of policy the second time they occur or for intermediate violations the first time they occur.
1. Dismissal — for minor violations of policy the third time they occur, for intermediate violations the second time they occur or for major violations the first time they occur.

Some reasons for disciplinary action include:
1. Unsatisfactory work	
1. Insubordination	
1. Unexcused absences
1. Tardiness
1. Recklessness
1. Negligence
1. Theft
1. Destruction of college property
1. Accident or injury resulting from misuse of equipment
1. Working under the influence of alcohol or drugs
1. Unauthorized use of telephones/computers

Student employees observing other student employees or regular staff not complying with expected standards, policies, or procedures, are expected to bring their observations to their direct supervisor or other Facilities Management administrators.

Student Suspensions
Supervisors are required to enforce the Conditions of Employment as outlined in the Student Employee Information Manual.  If a supervisor deems it necessary to suspend a student employee from work, based on non-compliance with the Conditions of Employment, the supervisor will instruct the student to leave the work site immediately.  The student employee will also be instructed to return to work at 8 a.m. the following work day to discuss the suspension with the supervisor and the Assistant Director of Facilities Operations and/or the Director of Facilities.  A suspended student employee who fails to make this meeting will be dismissed immediately.   



Appeals
Any student employee suspended from work may appeal his/her suspension to the Director of Facilities or Assistant Director of Facilities Operations who will make a final determination, in consultation with the student employee and the student employee’s direct supervisor, whether to reinstate the student employee or dismiss the student employee.  Any student employee dismissed from work may appeal his/her dismissal to the Director of Human Resources. 

MINNESOTA EMPLOYEE RIGHT-TO-KNOW ACT

(Refer to the Concordia College Student Employment Handbook located on the Human Resources webpage)

ON-THE-JOB SAFETY AND PRECAUTIONS

You must take every precaution to prevent accidents. Please follow these suggestions:
1. Ask for help when a load is too heavy to be handled safely.  Use proper lifting procedures.
1. Before using any equipment, learn the correct way to operate it.
1. When moving heavy items, push instead of pull.
1. Make no attempt to repair equipment. Report faulty equipment to your supervisor.
1. Report any injury, cut or scratch, no matter how minor, to your supervisor.
1. Know where the MSDS are kept for your work group.

WORKING IN PRIVATE OFFICES/LIVING AREAS

         1.    Student employees working in occupied spaces such as offices or dorm rooms are expected to follow the
                procedures listed below: 
0. Phone call ahead if possible to inform occupant when you will be working there. 
0. Leave a note on the door the day before if possible indicating when you plan to be working there.
0. When entering the space, knock, announce, knock again, and announce when opening door. 
0. While in the space, prop hall door open. 
1. Only go into the space where work is being performed. 
1. When leaving, leave note in the space explaining who was there and what work was performed. 
1. Use of occupants’ appliances, electronic equipment, etc., while in the space is not permitted.
1. Make sure space is locked when you leave. 

VEHICLE USE
General
As an operator of a motor vehicle you have a very serious responsibility for the safety of yourself and others as well as the protection of property.  As a driver you are expected to obey all laws pertinent to the operation of a motor vehicle.   You will be responsible for any fines or charges associated with the failure to obey traffic and parking regulations.  If you are involved in an accident or mishap it is your responsibility to report it.  In the event it is a situation necessitating reporting to the local law enforcement agency, you must do so and file any reports necessary to comply with state laws.  In all cases, any and all accidents must be reported to the Facilities Management Department and an appropriate written statement concerning the circumstances of the accident given.   Anyone with a DWI, DUI and some other traffic offenses, needs to reference the college vehicle use policy.

Backing
When backing a vehicle, one is much more susceptible to being involved in an accident than at most other times.  It is therefore very important that extra precautions be taken during those times.   A second person shall be used whenever available to guide the movement of the vehicle and alert the driver to potential danger or accident.  

Hauling
All items, such as, barrels, tanks, pipes, boxes, etc., are prone to move or shift around the box due to sudden stops or sharp turns. This also applies to tall or top heavy items being moved.  Taking a sharp turn at even a slow speed can cause momentum to tip your load off the side of the truck without any warning.  Move slowly with all loads, watch your load, and think ahead of what might happen if you have to suddenly stop or turn.

As a driver you are responsible for the safe operation of your vehicle.  Take that responsibility seriously, pay attention, and follow these rules:

1. Tie down or attach all items that may cause damage by sudden or accidental shifting of load. 
2. Be aware of top heavy items that may tip or fall with the slightest movement and anchor them down.
3. Drive slowly and carefully.  Avoid fast turns and sudden stops. 
4. Do not sit or ride on the tailgate while the truck is moving.
5. One person should always be standing at the rear of the vehicle to guide and direct your backing. 
6. Anticipate what could go wrong and act accordingly.  Think ahead and remember SAFETY FIRST!

Parking
Campus parking rules and regulations are applicable for college vehicles.  In some locations there are parking spaces reserved for service vehicles which are available to college vehicles in the performance of service or delivery functions.  In other cases, loading zones can be used when transferring materials or tools from the vehicle but should not be used for long duration parking.

At the end of the work day, the individual returning the vehicle to the Facilities Management building will be responsible for parking it in the designated overnight parking area. 

Departmental vehicles that are available for use by employees of the Facilities Management Department in the carrying out of their duties are to be checked out when used.  A “check-out board” on which the vehicle keys are stored shall be used for vehicle reservation and check outs.  It is expected that the vehicle will be checked out only for the time of use and that keys will be returned to the board promptly after the vehicle is returned. 

When the vehicle is returned to the Facilities Management building after being used it is the operator’s responsibility to see that all tools, supplies and other materials are removed from the vehicle. No refuse shall be allowed to accumulate in the vehicle cab or box. 

SUPERVISOR RESPONSIBILITIES

Supervisors are expected to extend the same work place expectations to student employees as they would to regular full time staff. 

Student Orientation
Supervisors are expected to do an in-depth orientation and training of all student employees upon hire.  This orientation will include, but is not limited to: 

1. Specific expectations of the particular job
1. Introduction to the regular staff in the area he/she will be working
1. Time expected to be at the work site ready to work
1. Safety procedures expected to be followed:
3. Driving safety in golf carts, pickup trucks, etc. 
3. Tool safety
3. Required protective clothing (i.e. safety glasses, eye/ear protection proper shoes, etc)
3. Proper use of ladders and scaffolding
3. Proper use of powered equipment and tools		
3. Proper lifting procedures
1. Time, length, and location of lunch, morning and afternoon breaks
1. Review college/departmental policies, specifically:
1. Smoking/drinking
1. Sexual harassment
1. Review of the student employees Condition of Employment
1. Review of student employees Disciplinary Procedures
1. Location of MSDS information
1. A thorough review of all equipment and products that the student employee will use, including training and testing on the accepted operating procedures, proper maintenance, and safety precautions
1. Review work areas that have surfaces containing ACM and discuss proper handling of these surfaces
1. Use of vehicles
1. Procedure to record time worked
1. Procedure for entering locked spaces (i.e. dorm rooms)










Appendix A (I-9 Form)
LIST A
Documents that Establish (Both Identity and Employment Eligibility)

1. U.S. Passport (unexpired or expired)

1. Certificate of U.S. Citizenship (INS Form N-560 or N-561)

1. Certificate of Naturalization (INS Form N-550 or N-570)

1. Unexpired foreign passport, with I-551 stamp or attached INS Form I-94 indicating unexpired employment authorization

1. Alien Registration Receipt Card with photograph  (INS Form I-151 or I-551)

1. Unexpired Temporary Resident Card (INS Form I-688)

1. Unexpired Employment Authorization Card (INS Form I-688A)

1. Unexpired Reentry Permit (INS Form I-327)

1. Unexpired Refugee Travel Document (INS Form I-571)

1. Unexpired Employment Authorization Document issued by the INS which contains a photograph (INS Form I-688B)


LIST B
Documents that Establish Identity 

1. Driver’s license or ID card issued by a state or outlying possession of the United States provided it contains a photograph or information such as name, date of birth, sex, height, eye color, and address

1. ID card issued by federal, state or local government agencies or entities provided it contains a photograph or information such as name, date of birth, sex, height, eye color, and address

1. School ID card with a photograph

1. Voter’s registration card

1. U.S. Military card or draft record

1. Military dependent’s ID card

1. U.S. Coast Guard Merchant Mariner Card

1. Native American tribal document

1. Driver’s license issued by a Canadian government authority

                    For persons under age 18 who are unable to present a document listed above

1. School record or report card

1. Clinic, doctor or hospital record

1. Day-care or nursery school record


LIST C
Documents that Establish Employment Eligibility 

1. U.S. social security card issued by the Social Security Administration (other than a card stating it is not valid for employment)

1. Certification of Birth Abroad issued by the Department of State (Form FS-545 or Form DS-1350)

1. Original or certified copy of a birth certificate issued by a state, county, municipal authority or outlying possession of the United States bearing an official seal

1. Native American tribal document

1. U.S. Citizen ID Card (INS Form I-197)

1. ID Card for use of Resident Citizen in the United States (INS Form I-179)

Unexpired employment authorization document issued by the INS (other than those listed under List A)
