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 can

 p
ro

v
id

e
 a

 su
p

p
o

rtive
 

e
n

v
iro

n
m

e
n

t fo
r tran

sitio
n

s th
at co

m
p

le
m

e
n

t th
e

 a
ca

d
e

m
ic m

issio
n

 o
f th

e
 in

sti-

tu
tio

n
. T

h
e

re
 are

 fe
w

 p
la

ce
s w

h
e

re
 id

e
n

tity fo
rm

atio
n

, in
te

rp
e

rso
n

al re
latio

n
sh

ip
 

in
te

ra
c

tio
n

s, care
e

r an
d

 fu
tu

re
 life

 p
lan

n
in

g
 d

e
cisio

n
s can

 take
 sh

ap
e

 as q
u

ickly 

an
d

 as in
te

n
se

ly as in
 a

 re
sid

e
n

tial g
ro

u
p

 se
ttin

g
.

C
o

n
se

q
u

e
n

tly, e
ve

ry
th

in
g

 w
ith

in
 a

 h
o

u
sin

g
 e

n
v

iro
n

m
e

n
t co

n
trib

u
te

s to
 th

is 

g
ro

w
th

, in
clu

d
in

g
 se

rv
ice

s, p
ro

g
ram

s, fa
cilitie

s, assig
n

m
e

n
ts, in

fo
rm

atio
n

 te
ch

-

n
o

lo
g

y, m
ain

te
n

an
ce

 an
d

 h
o

u
se

ke
e

p
in

g
, p

o
licie

s an
d

 p
ro

ce
d

u
re

s, fo
o

d
 se

rv
ice

s 

an
d

 staff . It is, th
e

re
fo

re
, o

u
r o

b
lig

atio
n

 an
d

 re
sp

o
n

sib
ility to

 in
su

re
 th

at as sta
ff  

w
e

 are
 a

cco
u

n
ta

b
le

 to
 th

is e
n

v
iro

n
m

e
n

t. A
s an

 o
rg

an
izatio

n
 w

e
 m

u
st w

o
rk d

ili-

g
e

n
tly an

d
 co

o
p

e
rative

ly to
 cre

ate
 th

e
 re

so
u

rce
s, m

e
th

o
d

s an
d

 strate
g

ie
s th

at 

w
ill e

ff e
c

tive
ly p

ro
m

o
te

 an
 e

n
v

iro
n

m
e

n
t co

n
d

u
cive

 to
 in

d
iv

id
u

al an
d

 g
ro

u
p

 

g
ro

w
th

. O
u

r p
ro

g
ram

s m
u

st m
e

e
t n

e
e

d
s, o

u
r p

o
licie

s m
u

st b
e

 fair, o
u

r fa
cilitie

s 

m
u

st b
e

 sa
fe

, co
n

ve
n

ie
n

t an
d

 cle
an

, o
u

r te
ch

n
o

lo
g

y m
u

st b
e

 state
 o

f th
e

 art, 

o
u

r fo
o

d
 m

u
st b

e
 ap

p
e

alin
g

 an
d

 n
u

tritio
u

s, o
u

r assig
n

m
e

n
ts m

u
st b

e
 a

cco
m

-

m
o

d
atin

g
, o

u
r sta

ff  m
u

st b
e

 ap
p

ro
a

ch
a

b
le

, u
n

d
e

rstan
d

in
g

, p
atie

n
t, re

sp
o

n
sive

 

an
d

 sin
ce

re
, an

d
 o

u
r fi scal m

an
a

g
e

m
e

n
t m

u
st b

e
 p

ru
d

e
n

t an
d

 strate
g

ic.

3
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It is m
y b

e
lie

f th
at in

 o
rd

e
r to

 su
cce

ssfu
lly su

p
p

o
rt h

u
m

an
 g

ro
w

th
 w

e
 m

u
st 

e
ff e

c
tive

ly b
alan

ce
 th

e
 n

atu
ral d

e
ve

lo
p

m
e

n
t o

f in
d

iv
id

u
als w

ith
 th

e
 care

fu
lly 

p
lan

n
e

d
 im

p
le

m
e

n
tatio

n
 o

f g
ro

u
p

 liv
in

g
 lim

itatio
n

s. O
u

r cu
sto

m
e

rs re
p

re
se

n
t a

 

cro
ss-se

c
tio

n
 o

f v
ario

u
s ra

ce
s, cu

ltu
re

s, e
th

n
ic b

a
ckg

ro
u

n
d

s, in
te

re
sts, a

g
e

s an
d

 

v
alu

e
s. P

e
o

p
le

 w
ill le

arn
 fo

rm
ally an

d
 in

fo
rm

ally, in
te

n
tio

n
ally an

d
 b

y a
ccid

e
n

t. 

T
h

e
y w

ill le
arn

 at th
e

ir o
w

n
 p

a
ce

, in
 th

e
ir o

w
n

 tim
e

, w
h

e
n

 th
e

y d
e

sire
 to

 le
arn

, 

o
r in

 so
m

e
 case

s w
h

e
n

 th
e

y are
 fo

rce
d

 to
 le

arn
.

Fo
r th

e
 m

o
st p

art, I h
o

p
e

 th
at w

e
 as a staff  can

 allo
w

 o
u

r cu
sto

m
e

rs to
 n

atu
rally 

e
xp

e
rie

n
ce

 le
arn

in
g

 w
ith

 th
e

 fe
w

e
st am

o
u

n
t o

f b
arrie

rs an
d

 lim
itatio

n
s, re

alizin
g

 

th
at w

ith
in

 cam
p

u
s re

sid
e

n
tial se

ttin
g

s w
e

 d
o

 n
o

t h
ave

 th
e

 ab
ility to

 e
sp

o
u

se
 

to
tal fre

e
d

o
m

 o
f b

e
h

avio
r an

d
 ac

tio
n

. W
e

 m
u

st e
n

co
u

rag
e

 o
u

r cu
sto

m
e

rs’ 

in
vo

lve
m

e
n

t in
 e

ve
ry

th
in

g
 w

e
 d

o
. Su

p
p

o
rtin

g
 an

 e
n

viro
n

m
e

n
t th

at is co
n

d
u

cive
 

to
 se

lf an
d

 co
m

m
u

n
ity re

sp
o

n
sib

ility is critical.

H
o

w
 d

o
 w

e
 acco

m
p

lish
 th

is b
alan

ce? I b
e

lie
ve

 th
at th

e
 g

re
ate

st fu
n

d
am

e
n

tal 

attrib
u

te
 w

e
 can

 all p
rac

tice
 is th

at o
f b

e
in

g
 g

e
n

u
in

e
. If w

e
 can

 b
e

 g
e

n
u

in
e

 w
ith

 

stu
d

e
n

ts, g
e

n
u

in
e

 w
ith

 th
e

 vario
u

s staff  w
e

 in
te

rface
 w

ith
 an

d
 g

e
n

u
in

e
 w

ith
 

o
u

rse
lve

s th
e

n
 n

atu
ral h

u
m

an
 g

ro
w

th
 w

ill o
ccu

r. A
s staff  w

e
 m

u
st alw

ays b
e

 

se
n

sitive
 to

 th
e

 th
o

u
g

h
ts an

d
 fe

e
lin

g
s o

f o
u

r cu
sto

m
e

rs an
d

 to
 e

a
ch

 o
th

e
r as 

w
e

ll. W
e

 m
u

st d
e

-e
m

p
h

asize
 th

e
 atte

n
tio

n
 to

 o
u

r o
w

n
 e

g
o

s an
d

 co
n

ce
n

trate
 

o
n

 th
e

 u
n

iq
u

e
 an

d
 w

o
n

d
e

rfu
l e

g
o

-d
e

ve
lo

p
m

e
n

t o
f e

a
ch

 in
d

ivid
u

al p
e

rso
n

 w
ith

 

w
h

o
m

 w
e

 w
o

rk. O
u

r e
xiste

n
ce

 is fo
r o

u
r cu

sto
m

e
rs. O

u
r visio

n
 is to

 su
p

p
o

rt th
e

ir 

v
isio

n
s.

C
o

n
cu

rre
n

tly, w
e

 m
u

st u
se

 co
m

m
o

n
 se

n
se

 an
d

 o
u

r e
xp

e
rie

n
ce

 in
 th

e
 p

lan
n

in
g

, 

d
e

sig
n

 an
d

 im
p

le
m

e
n

tatio
n

 o
f e

n
viro

n
m

e
n

tal m
an

a
g

e
m

e
n

t co
m

p
o

n
e

n
ts su

ch
 

as p
o

licie
s, p

ro
ce

d
u

re
s, re

n
o

vatio
n

s, fo
o

d
 se

rv
ice

s, in
fo

rm
atio

n
 te

ch
n

o
lo

g
y, fi scal 

o
p

e
ratio

n
s an

d
 e

d
u

catio
n

al p
ro

g
ram

s th
at su

p
p

o
rt g

ro
w

th
 in

 th
is d

ive
rse

 w
o

rld
. 

W
e

 m
u

st m
an

a
g

e
 th

e
se

 fu
n

c
tio

n
s in

 su
ch

 a w
ay th

at th
e

y d
o

 n
o

t h
in

d
e

r th
e

 

n
atu

ral h
u

m
an

 le
arn

in
g

 an
d

 g
ro

w
th

 p
ro

ce
ss. W

e
 m

u
st b

e
 p

e
rce

ive
d

 as a co
n

-

ve
n

ie
n

t, safe
 an

d
 in

vo
lve

d
 co

m
m

u
n

ity. O
u

r se
rv

ice
s m

u
st su

p
p

o
rt th

e
 “w

h
o

le
” 

d
e

ve
lo

p
m

e
n

t o
f e

a
ch

 in
d

ivid
u

al an
d

 acce
n

tu
ate

 th
e

 o
p

p
o

rtu
n

itie
s fo

r le
arn

in
g

 

o
u

tsid
e

 o
f th

e
 classro

o
m

.

T
h

e
 D

e
p

artm
e

n
t o

f H
o

u
sin

g
 an

d
 D

in
in

g
 S

e
rv

ice
s h

as a ve
ry sim

p
le

 m
issio

n
. W

e
 

are
 h

e
re

 to
 im

p
ro

ve
 th

e
 q

u
ality o

f life
 fo

r all w
h

o
 u

se
 o

u
r se

rv
ice

s. W
e

 are
 h

e
re

 

so
le

ly b
e

cau
se

 o
u

r cu
sto

m
e

rs are
 h

e
re

. O
u

r m
issio

n
 is tw

e
lve

 m
o

n
th

s b
e

cau
se

 

o
u

r cu
sto

m
e

rs are
 tw

e
lve

 m
o

n
th

s. A
s a te

am
 w

e
 all h

ave
 th

e
 ab

ility to
 p

o
sitive

ly 

aff e
c

t th
e

 p
e

o
p

le
 w

e
 se

rve
, th

e
 p

e
o

p
le

 w
e

 w
o

rk w
ith

 e
a

ch
 d

ay an
d

 u
ltim

ate
ly 

o
u

rse
lve

s. H
o

p
e

fu
lly, e

a
ch

 o
f u

s w
ill b

e
 d

e
d

icate
d

 an
d

 co
m

m
itte

d
 to

 th
e

se
 g

o
als. 

I kn
o

w
 I am

. W
e

lco
m

e
 to

 th
e

 D
e

p
artm

e
n

t o
f H

o
u

sin
g

 an
d

 D
in

in
g

 S
e

rv
ice

s.
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P
o

licie
s in

 H
a

n
d

b
o

o
k

T
h

e
 p

o
licie

s d
e

scrib
e

d
 in

 th
is h

an
d

b
o

o
k are

 n
o

t co
n

d
itio

n
s o

f e
m

p
lo

ym
e

n
t 

an
d

 are
 su

b
je

c
t to

 ch
an

g
e

. T
h

e
 lan

g
u

a
g

e
 is n

o
t in

te
n

d
e

d
 to

 cre
ate

 a
 co

n
tra

c
t 

b
e

tw
e

e
n

 K
an

sas State
 U

n
ive

rsity an
d

 its e
m

p
lo

ye
e

s.

K
-S

ta
te

 N
o

tic
e

 o
f N

o
n

d
isc

rim
in

a
tio

n

K
a

n
sa

s S
ta

te
 U

n
iv

e
rsity is co

m
m

itte
d

 to
 n

o
n

d
iscrim

in
a

tio
n

 o
n

 th
e

 b
a

sis o
f ra

ce
, co

lo
r, e

th
n

ic o
r n

a
-

tio
n

a
l o

rig
in

, se
x, se

xu
a

l o
rie

n
ta

tio
n

, g
e

n
d

e
r id

e
n

tity, re
lig

io
n

, a
g

e
, a

n
ce

stry, d
isa

b
ility, m

ilita
ry sta

-

tu
s, v

e
te

ra
n

 sta
tu

s, o
r o

th
e

r n
o

n
-m

e
rit re

a
so

n
s, in

 a
d

m
issio

n
s, e

d
u

c
a

tio
n

a
l p

ro
g

ra
m

s o
r a

c
tiv

itie
s 

a
n

d
 e

m
p

lo
y

m
e

n
t, in

clu
d

in
g

 e
m

p
lo

y
m

e
n

t o
f d

isa
b

le
d

 v
e

te
ra

n
s a

n
d

 v
e

te
ra

n
s o

f th
e

 V
ie

tn
a

m
 E

ra
, a

s 

re
q

u
ire

d
 b

y a
p

p
lic

a
b

le
 la

w
s a

n
d

 re
g

u
la

tio
n

s. R
e

sp
o

n
sib

ility fo
r co

o
rd

in
a

tio
n

 o
f co

m
p

lia
n

ce
 e

ff o
rts 

a
n

d
 re

ce
ip

t o
f in

q
u

irie
s co

n
ce

rn
in

g
 T

itle
 V

I o
f th

e
 C

iv
il R

ig
h

ts A
c

t o
f 19

6
4

, T
itle

 IX
 o

f th
e

 E
d

u
c

a
tio

n
 

A
m

e
n

d
m

e
n

ts o
f 19

7
2

, S
e

c
tio

n
 5

0
4

 o
f th

e
 R

e
h

a
b

ilita
tio

n
 A

c
t o

f 19
7

3
, th

e
 A

g
e

 D
isc

rim
in

a
tio

n
 A

c
t 

o
f 19

7
5

, a
n

d
 th

e
 A

m
e

ric
a

n
s W

ith
 D

isa
b

ilitie
s A

c
t o

f 19
9

0
, h

a
s b

e
e

n
 d

e
le

g
a

te
d

 to
 th

e
 D

ire
c

to
r o

f 

A
ffi  rm

a
tiv

e
 A

c
tio

n
, K

a
n

sa
s S

ta
te

 U
n

iv
e

rsity, 214
 A

n
d

e
rso

n
 H

a
ll, M

a
n

h
a

tta
n

, K
S

 6
6

5
0

6
-0124

, (P
h

o
n

e
) 

7
8

5
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3
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2
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Y
) 7

8
5

-5
3

2
-4

8
0

7.



3
2

“I A
m

 A
 T

e
a

ch
e

r”

K
an

sas State
 U

n
ive

rsity d
in

in
g

 fa
cilitie

s se
rve

 as te
ach

in
g

 lab
o

rato
rie

s fo
r classe

s 

in
 th

e
 D

e
p

artm
e

n
t o

f H
o

sp
itality M

an
a

g
e

m
e

n
t an

d
 D

ie
te

tic
s (H

M
D

). A
ll e

m
p

lo
y-

e
e

s sh
are

 in
 th

e
 ch

arg
e

 to
 h

e
lp

 stu
d

e
n

ts g
ain

 w
o

rk an
d

 m
an

a
g

e
m

e
n

t e
xp

e
ri-

e
n

ce
s in

 a m
o

d
e

l d
in

in
g

 fa
cility. Stu

d
e

n
ts o

fte
n

 w
rite

 ab
o

u
t th

e
ir le

arn
in

g
 e

xp
e

ri-

e
n

ce
s w

ith
 u

s an
d

 re
m

ark ab
o

u
t w

h
at h

e
lp

 th
e

 d
in

in
g

 staff  w
as in

 sh
ap

in
g

 th
e

ir 

care
e

rs. Yo
u

 are
 ve

ry im
p

o
rtan

t to
 th

e
 su

cce
ss o

f th
e

 te
ach

in
g

 p
ro

g
ram

 an
d

 th
e

 

su
cce

ss o
f th

e
 stu

d
e

n
ts w

h
o

 g
rad

u
ate

 fro
m

 it. T
h

e
 H

M
D

 d
e

p
artm

e
n

t co
n

trib
u

te
s 

fi n
an

cially to
 H

o
u

sin
g

 an
d

 D
in

in
g

 S
e

rv
ice

s fo
r yo

u
r p

articip
atio

n
.

In
 ad

d
itio

n
 to

 so
m

e
 H

M
D

 in
te

rn
sh

ip
s, classe

s tau
g

h
t in

 th
e

 d
in

in
g

 ce
n

te
rs in

-

clu
d

e
 th

e
 su

p
e

rv
ise

d
 p

rac
tice

 co
m

p
o

n
e

n
t fo

r:

• 
Fo

o
d

 P
ro

d
u

c
tio

n
 M

an
a

g
e

m
e

n
t (FP

M
)—

D
e

rb
y, K

ram
e

r, 

• 
M

an
a

g
e

m
e

n
t in

 D
ie

te
tic

s (M
G

T
)—

D
e

rb
y, K

ram
e

r, V
an

 Z
ile

, S
m

u
rth

w
aite

A
 sa

m
p

lin
g

 o
f stu

d
e

n
t le

a
rn

in
g

 e
x

p
e

c
ta

tio
n

s fo
r th

e
 th

re
e

 cla
sse

s a
re

:

F
P

M
M

G
T

M
e

n
u

 P
lan

n
in

g

R
e

cip
e

 Stan
d

ard
izatio

n

S
an

itatio
n

 P
rin

cip
le

s

Syste
m

s A
p

p
ro

a
ch

 to
 M

an
a

g
e

m
e

n
t

Fo
o

d
 Q

u
ality

S
e

rv
ice

 Q
u

ality

T
im

e
 M

an
a

g
e

m
e

n
t

Fo
o

d
 P

ro
d

u
c

tio
n

 P
rin

cip
le

s

P
ro

d
u

c
t Stan

d
ard

s

P
ro

d
u

c
tio

n
 S

ch
e

d
u

le
s

E
q

u
ip

m
e

n
t O

p
e

ratio
n

Fo
re

castin
g

P
ro

d
u

c
tiv

ity

L
a

b
o

r &
 Fo

o
d

 C
o

n
tro

ls

C
o

sts 

M
o

tio
n

 E
co

n
o

m
y

E
q

u
ip

m
e

n
t M

ain
te

n
an

ce

L
a

b
o

r &
 Fo

o
d

 C
o

n
tro

ls

E
v

alu
atio

n
 o

f Q
u

ality

Fo
o

d
 P
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 o
f E

th
ic

s

W
e

 co
m

m
it to

:

• 
S

e
rv

in
g

 K
an

sas State
 U

n
ive

rsity w
ith

 lo
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.
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 b
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 D
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 D
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 d
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 b
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 d
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s m
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c
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 m
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 b
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 C
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sid
e

n
ts o

f M
arlatt 

an
d

 G
o

o
d

n
o

w
 H

alls. D
e

rb
y D

in
in

g
 C

e
n

te
r w

as o
p

e
n

e
d

 in
 19

6
6

 fo
r se

rv
ice

 to
 th

e
 

2
,0

0
0

 re
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 p
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 D
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d
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n
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p
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 D
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r re
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.
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 b
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s o
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 d
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y p
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.
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 d
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c
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 d
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p
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 o
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y p
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 d
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p
tio

n
 o

f o
u

r w
o

rk, th
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 p
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p
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b
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R
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1

S
e

x
u

a
l H

a
ra

ssm
e

n
t

S
e
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al h

arassm
e

n
t is a

 fo
rm

 o
f p

ro
h

ib
ite

d
 d

iscrim
in

atio
n

 an
d

 K
an

sas State
 

U
n

ive
rsity is d

e
d

icate
d

 to
 p

ro
v

id
in

g
 an

 e
n

v
iro

n
m

e
n

t fre
e

 o
f it fo

r stu
d

e
n

ts an
d

 

e
m

p
lo

ye
e

s. S
e

xu
al h

arassm
e

n
t is an

y b
e

h
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io
r w

h
ich

, th
ro

u
g

h
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ap
p

ro
p

riate
 

se
xu

al co
n

te
n

t o
r rid

icu
le

 o
f m

e
m

b
e

rs o
f o

n
e

 se
x, in

te
rfe

re
s w

ith
 an

 in
d

iv
id

u
al’s 

w
o

rk o
r le

arn
in

g
 e

n
v

iro
n

m
e

n
t. S

u
ch

 a
c

tio
n

s v
io

late
 n

o
t o

n
ly th

e
 d

ig
n

ity o
f th

e
 

in
d

iv
id

u
al b

u
t also

 th
e

 in
te

g
rity o

f th
e

 U
n

ive
rsity as an

 in
stitu

tio
n

 o
f le

arn
in

g
.

A
n

y b
e

h
av

io
r, w

h
e

th
e

r ve
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al o
r p

h
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n
stitu

te
s se

xu
al h

arassm
e

n
t if: a

 

p
e

rso
n

 is in
tim

id
ate

d
 b

y a
 th

re
at, o

ve
rt o

r im
p

licit; a
 p

e
rso

n
 is re

q
u

ire
d

 to
 to

le
r-

ate
 o

r a
cce

p
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al atte

n
tio

n
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n

d
itio

n
 o

f e
m

p
lo
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e

n
t o

r le
arn

in
g

; th
e

 

b
e

h
av

io
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ate
s an
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n

v
iro

n
m

e
n

t th
at is in
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id
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g

, h
o

stile
, o

r o
ff e

n
sive

 fo
r 

m
e

m
b

e
rs o

f o
n

e
 se

x an
d

 th
u

s in
te

rfe
re

s w
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 a
 p

e
rso

n
’s a

b
ility to

 w
o

rk o
r le

arn
; 

an
y e

d
u

catio
n

al o
r e

m
p

lo
ym

e
n

t d
e

cisio
n

 th
at h

as b
e

e
n

 a
ff e

c
te

d
 b

y a
 p

e
rso

n
’s 

re
fu

sal to
 a

cce
p

t o
r to

le
rate

 se
xu

al atte
n

tio
n

s o
r in

ap
p

ro
p

riate
 se

xu
al b

e
h

av
io

r; 

o
r an

y re
p

risals th
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 take
n

 fo
r re

p
o

rtin
g

 o
r o

b
je

c
tin

g
 to

 se
xu

al h
arassm

e
n

t.

It is th
e

 o
b

lig
atio

n
 o

f an
y p

e
rso

n
 w

h
o

 b
e

co
m

e
s aw

are
 o

f se
xu

al h
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e
n

t to
 

take
 ap

p
ro

p
riate

 ste
p

s to
 p

re
ve

n
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n
tin

u
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n
. Failu

re
 to

 d
o

 so
 is a

 v
io

latio
n

 

o
f U

n
ive

rsity p
o

lic
y.

C
o

m
p

lain
ts sh

o
u

ld
 b

e
 re

p
o

rte
d

 to
 yo

u
r d

e
p

artm
e

n
t h

e
a

d
 o

r th
e

 O
ffi  ce

 o
f 

A
ffi  rm

ative
 A

c
tio

n
, 214

 A
n

d
e

rso
n

 H
all.

D
iv

e
rsity

H
o

u
sin

g
 an

d
 D

in
in

g
 S

e
rv

ice
s is co

m
m

itte
d

 to
 fo

ste
rin

g
 an

 o
p

e
n

, in
clu

sive
 

e
n

v
iro

n
m

e
n

t th
at p

ro
m

o
te

s re
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e
c

t fo
r in

d
iv

id
u
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h

ts an
d

 d
iff e

re
n

ce
s an

d
 

a
ffi  rm

s th
e
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alu

e
 o

f h
u

m
an

 d
ive

rsity. A
ll fo

rm
s o

f p
re

ju
d

ice
 an

d
 d

iscrim
in

atio
n

 

w
ill b

e
 re

je
c

te
d

, in
clu

d
in

g
 th

o
se

 b
ase

d
 o

n
 ra

ce
, e

th
n

icity, g
e

n
d

e
r, a

g
e

, d
isa

b
ility, 

se
xu

al o
rie

n
tatio

n
, re

lig
io

u
s o

r p
o

litical b
e

lie
fs, e

co
n

o
m

ic statu
s, o

r an
y o

th
e
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d
iff e

re
n

ce
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o
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 D

o
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u
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o
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u
n
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p
e

n
ly

?

C
o

n
sid

e
r h

o
w

 th
e

 w
o

rd
s yo

u
 ch

o
o

se
 are

 in
te

rp
re

te
d

 b
y o

th
e

rs. E
xp

re
ss yo

u
r 

co
n

ce
rn

s as id
e

as an
d

 o
p

in
io

n
s rath

e
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an
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c
ts. A

sk q
u

e
stio

n
s an

d
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n
 care

-

fu
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 an
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e
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p
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 “I d

o
n

’t kn
o

w
” o

r “W
h

at d
o
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u
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in
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p
e

n
 th

e
 

d
o
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 b
e
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r co

m
m

u
n
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n

.

H
o

w
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o
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o
u

 S
a

y
 “N

o
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In
 th

e
 d

in
in

g
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n
te
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p
o

rtan
t to

 w
o

rk to
g

e
th

e
r. H

o
w

e
ve
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u

 

kn
o

w
 th

at yo
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 re
a
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e

d
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u
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it an
d
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n

o
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e
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m
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o
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e

, yo
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 m
u
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cio
u
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e
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ff e
r an

 alte
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g
g
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n
. E
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r p
o

sitio
n

 h
o
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 D
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f C
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?
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y d
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u
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w
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u

 m
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h
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e

th
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u
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fu
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h
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o
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o
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u

 im
p

ro
ve

. 

H
o

w
 D

o
 Y

o
u

 T
e

m
p

e
r Y

o
u

r T
e

m
p

e
r?

W
h

e
n

 yo
u

 fe
e

l a
 su

rg
e

 o
f an

g
e

r, re
m

o
ve

 yo
u

rse
lf u

n
til yo

u
 can

 ratio
n

ally e
v

alu
-

ate
 th

e
 situ

atio
n

. N
e

x
t, e

xp
re

ss yo
u

r an
g

e
r in

 a
 n

o
n

-a
ccu

sato
ry m

an
n

e
r. S

ay 

h
o

w
 yo

u
 fe

e
l, state

 w
h

at yo
u

r p
ro

b
le

m
 is—

n
o

t w
h

at so
-an

d
-so

 d
id

. A
sk yo

u
r-

se
lf, “Is th

is co
n

fl ic
t w

o
rth

 it?”

A
d

m
it W

h
e

n
 Y

o
u

 A
re

 W
ro

n
g

.

W
h

e
n

 yo
u

 m
u

st ap
o

lo
g

ize
 d

o
 so

 d
ire

c
tly, straig

h
tfo

rw
ard

ly an
d

 as so
o

n
 as 

p
o

ssib
le

. K
n

o
w

 w
h

e
n

 to
 ap

o
lo

g
ize

. D
o

n
’t say yo

u
’re

 so
rry if yo

u
 d

o
n

’t m
e

an
 it! If 

yo
u

 are
 n

o
t at fau

lt, d
o

n
’t take

 th
e

 b
lam

e
—

yo
u

 m
ay se

ll yo
u

rse
lf sh

o
rt.

T
re

a
t P

e
o

p
le

 W
ith

 R
e

sp
e

c
t.

Liste
n

 care
fu

lly w
h

e
n

 o
th

e
rs h

ave
 a

 d
iff e

re
n

t v
ie

w
 th

an
 yo

u
 an

d
 try to

 u
n

d
e

r-

stan
d

 th
e

ir p
e

rsp
e

c
tive

. Talk to
 p

e
o

p
le

 as yo
u

 w
o

u
ld

 w
an

t th
e

m
 to

 talk to
 yo

u
.

G
e

ttin
g

 H
e

a
rd

S
o

m
e

tim
e

 yo
u

 w
ill w

an
t to

 m
ake

 a
 su

g
g

e
stio

n
, re

g
iste

r a
 co

m
p

lain
t o

r ju
st w

an
t 

to
 talk to

 so
m

e
o

n
e

. T
h

e
re

 are
 m

an
y in

 yo
u

r fa
cility re

a
d

y to
 liste

n
. T

h
e

 d
in

in
g

 

se
rv

ice
s E

m
p

lo
ye

e
 A

d
v

iso
ry C

o
m

m
itte

e
 se

rve
s also

 as yo
u

r a
d

vo
cate

 fo
r id

e
as, 

su
g

g
e

stio
n

s, an
d

 co
n

ce
rn

s. A
sk yo

u
r su

p
e

rv
iso

r fo
r th

e
 n

am
e

 o
f yo

u
r re

p
re

se
n

-

tative
 o

n
 th

is ve
ry im

p
o

rtan
t d

e
p

artm
e

n
tal co

m
m

itte
e

.

T
h

e
 fo

rm
al o

rg
an

izatio
n

al ch
an

n
e

ls are
 id

e
n

tifi e
d

 o
n

 th
e

 o
rg

an
izatio

n
al ch

arts 

fo
u

n
d

 in
 th

e
 A

p
p

e
n

d
ix o

f th
is b

o
o

kle
t. T

h
e

 in
fo

rm
al o

rg
an

izatio
n

 w
ill b

e
co

m
e

 

ap
p

are
n

t as yo
u

 n
e

tw
o

rk b
e

tw
e

e
n

 d
e

p
artm

e
n

ts. O
fte

n
 a

cco
m

p
lish

m
e

n
ts h

ap
-

p
e

n
 th

ro
u

g
h

 co
o

p
e

ratio
n

 an
d

 co
m

m
u

n
icatio

n
 b

e
tw

e
e

n
 fu

n
c

tio
n

al are
as. If yo

u
 

h
ave

 q
u

e
stio

n
s o

r co
n

ce
rn

s, p
le

ase
 talk to

 yo
u

r su
p

e
rv

iso
rs an

d
/o

r U
n

it D
ire

c
to

r.

7

N
 A

 C
 U

 F
 S

Yo
u

 w
ill h

e
ar a

b
o

u
t th

e
 N

atio
n

al A
sso

ciatio
n

 o
f C

o
lle

g
e

 an
d

 U
n

ive
rsity Fo

o
d

 

S
e

rv
ice

s (N
A

C
U

FS
) m

an
y tim

e
s d

u
rin

g
 yo

u
r e

m
p

lo
ym

e
n

t. T
h

is n
atio

n
al asso

cia
-

tio
n

, co
m

p
rise

d
 o

f n
e

arly 6
5

0
 in

stitu
tio

n
s o

f h
ig

h
e

r e
d

u
catio

n
, jo

in
s m

e
m

b
e

rs to
 

p
ro

m
o

te
 th

e
 h

ig
h

e
st q

u
ality o

f fo
o

d
 se

rv
ice

 o
n

 sch
o

o
l, co

lle
g

e
 an

d
 u

n
ive

rsity 

cam
p

u
se

s. P
articip

atio
n

 in
 N

A
C

U
FS

 a
c

tiv
itie

s h
e

lp
 stre

n
g

th
e

n
s o

u
r fo

o
d

 se
rv

ice
 

an
d

 th
e

 asso
ciatio

n
. Fo

llo
w

in
g

 are
 so

m
e

 N
A

C
U

FS
 a

c
tiv

itie
s w

e
 sh

are
 in

.

A
w

a
rd

s

K
an

sas State
 U

n
ive

rsity R
e

sid
e

n
ce

 H
all D

in
in

g
 S

e
rv

ice
s h

as b
e

e
n

 re
co

g
n

ize
d

 

m
an

y tim
e

s fo
r h

av
in

g
 th

e
 b

e
st fo

o
d

se
rv

ice
s in

 th
e

 n
atio

n
.

2
0

0
9

 N
A

C
U

F
S

 A
w

a
rd

s in
clu

d
e

:

S
ilve

r P
la

cin
g

 
S

in
g

le
, Stan

d
-A

lo
n

e
 C

o
n

ce
p

t

B
ro

n
ze

 P
la

cin
g

 
C

ate
rin

g
—

S
p

e
cial E

ve
n

t

2
0

0
9

 M
id

w
e

st R
e

g
io

n
 

M
ary M

o
lt Stu

d
e

n
t E

xce
lle

n
ce

 A
w

ard

 
fo

r th
e

 Stu
d

e
n

t E
m

p
lo

ye
e

 o
f th

e
 Ye

ar

P
ro

fe
ssio

n
a

l S
ta

n
d

a
rd

s

• 
E

ve
ry e

ff o
rt is m

a
d

e
 to

 co
m

p
ly w

ith
 a

 se
t o

f o
p

e
ratio

n
al stan

d
ard

s o
u

tlin
e

d
 

in
 th

e
 N

A
C

U
FS

 P
ro

fe
ssio

n
al P

ra
c

tice
s in

 C
o

lle
g

e
 an

d
 U

n
ive

rsity Fo
o

d
se

rv
ice

s 

M
an

u
al. Yo

u
r su

p
e

rv
iso

rs in
te

g
rate

 th
e

 stan
d

ard
s in

to
 train

in
g

 p
ro

g
ram

s, jo
b

 

e
xp

e
c

tatio
n

s an
d

 w
o

rk assig
n

m
e

n
ts. P

e
rio

d
ically, a

 re
v

ie
w

 is u
n

d
e

rtake
n

 to
 

se
e

 h
o

w
 o

u
r se

rv
ice

 co
m

p
are

s to
 th

e
 e

sta
b

lish
e

d
 N

A
C

U
FS

 stan
d

ard
s. T

h
is 

re
v

ie
w

 w
ill co

m
p

are
 h

o
w

 clo
se

 yo
u

r fu
n

c
tio

n
al u

n
it co

m
e

s to
 th

e
 stan

d
ard

s 

an
d

 also
 w

ill n
o

te
 p

ro
g

re
ss m

a
d

e
 fro

m
 ye

ar to
 ye

ar.

A
 co

p
y o

f th
e

 N
A

C
U

FS
 P

ro
fe

ssio
n

al P
ra

c
tice

s in
 C

o
lle

g
e

 an
d

 U
n

ive
rsity 

Fo
o

d
se

rv
ice

s M
an

u
al is av

aila
b

le
 fro

m
 yo

u
r U

n
it M

an
a

g
e

r. Yo
u

 are
 e

n
co

u
ra

g
e

d
 

to
 lo

o
k at th

e
 P

ro
fe

ssio
n

al P
ra

c
tice

s M
an

u
al an

d
 m

ake
 su

g
g

e
stio

n
s fo

r w
ays w

e
 

can
 co

n
tin

u
e

 to
 im

p
ro

ve
.

T
e

a
m

w
o

rk
 V

a
lu

e
s

S
ig

n
in

g
 o

n
 w

ith
 D

in
in

g
 S

e
rv

ice
s m

e
an

s yo
u

 h
ave

 b
e

co
m

e
 p

art o
f a

 w
o

rk g
ro

u
p

 

th
at tra

n
sfo

rm
s th

e
 e

ff o
rts o

f m
an

y in
to

 th
e

 se
rv

ice
s w

e
 are

 so
 p

ro
u

d
 o

f. T
h

e
 

te
am

w
o

rk v
alu

e
s th

at m
ake

 th
is tran

sfo
rm

atio
n

 p
o

ssib
le

 in
clu

d
e

:

• 
Liste

n
in

g
 an

d
 re

sp
o

n
d

in
g

 co
n

stru
c

tive
ly to

 v
ie

w
s e

xp
re

sse
d

 b
y o

th
e

rs

• 
G

iv
in

g
 o

th
e

rs th
e

 b
e

n
e

fi t o
f th

e
 d

o
u

b
t

• 
P

ro
v

id
in

g
 su

p
p

o
rt to

 yo
u

r co
-w

o
rke

rs

• 
B

e
in

g
 fl e

xib
le

 w
ith

 yo
u

r w
o

rk sch
e

d
u

le

• 
R

e
co

g
n

izin
g

 th
e

 in
te

re
sts an

d
 a

ch
ie

ve
m

e
n

ts o
f o

th
e

rs



8 C
o

n
tin

u
o

u
s Q

u
a

lity
 Im

p
ro

v
e

m
e

n
t 

K
n

o
w

in
g

 an
d

 m
e

e
tin

g
 cu

sto
m

e
rs’ re

q
u

ire
m

e
n

ts, an
d

 a
cco

m
p

lish
in

g
 co

n
tin

u
-

o
u

s q
u

ality im
p

ro
ve

m
e

n
t re

q
u

ire
 e

ve
ryo

n
e

 w
o

rkin
g

 to
g

e
th

e
r. T

h
e

 D
e

p
artm

e
n

t 

o
f H

o
u

sin
g

 an
d

 D
in

in
g

 S
e

rv
ice

s e
n

co
u

ra
g

e
s all e

m
p

lo
ye

e
s to

 e
xp

re
ss th

e
ir 

co
n

ce
rn

s a
b

o
u

t th
e

 w
ay th

in
g

s are
 h

an
d

le
d

 an
d

 to
 g

ive
 re

co
m

m
e

n
d

atio
n

s fo
r 

im
p

ro
ve

m
e

n
ts. In

 re
tu

rn
, m

an
a

g
e

m
e

n
t an

d
 e

m
p

lo
ye

e
s to

g
e

th
e

r, w
ill w

o
rk to

 

u
n

d
e

rstan
d

, an
aly

ze
 an

d
 im

p
le

m
e

n
t n

e
w

 an
d

 b
e

tte
r w

ays o
f d

o
in

g
 th

in
g

s.

E
m

b
ra

cin
g

 a
 p

h
ilo

so
p

h
y w

h
e

re
 co

n
tin

u
o

u
s q

u
ality im

p
ro

ve
m

e
n

t is o
n

g
o

in
g

 

w
ill b

e
n

e
fi t e

m
p

lo
ye

e
s an

d
 th

e
 o

rg
an

izatio
n

. S
o

m
e

 o
f th

e
 w

ays:

• 
C

u
sto

m
e

r’s p
e

rce
p

tio
n

 o
f q

u
ality is ke

p
t at th

e
 co

re
 o

f d
e

cisio
n

s.

• 
In

d
iv

id
u

als w
o

rk to
g

e
th

e
r as a

 te
am

 to
 p

ro
d

u
ce

 q
u

ality o
u

tco
m

e
s.

• 
E

m
p

lo
ye

e
s can

 h
e

lp
 ch

an
g

e
 w

ays o
f d

o
in

g
 th

in
g

s.

• 
D

e
p

artm
e

n
ts are

 b
ro

u
g

h
t to

g
e

th
e

r in
 w

ays th
at sh

o
w

case
 e

ve
ryo

n
e

’s 

im
p

o
rtan

t ro
le

 in
 p

ro
d

u
cin

g
 q

u
ality o

u
tco

m
e

s.

K
-State

 H
o

u
sin

g
 an

d
 D

in
in

g
 S

e
rv

ice
s p

la
ce

s a
 h

ig
h

 p
rio

rity o
n

 q
u

ality. E
a

ch
 

p
e

rso
n

 is e
n

co
u

ra
g

e
d

 to
 g

e
t in

vo
lve

d
 in

 o
rd

e
r to

 m
e

e
t cu

sto
m

e
r e

xp
e

c
tatio

n
s, 

im
p

ro
ve

 q
u

ality an
d

 to
 m

ake
 th

e
ir jo

b
 e

n
jo

ya
b

le
.

2
9

P
e

rfo
rm

a
n

ce
 R

e
v

ie
w

s

P
e

rfo
rm

an
ce

 re
v

ie
w

s are
 d

e
sig

n
e

d
 fi rst an

d
 fo

re
m

o
st to

 fa
cilitate

 co
m

m
u

n
ica

-

tio
n

 b
e

tw
e

e
n

 yo
u

 an
d

 yo
u

r su
p

e
rv

iso
r. T

h
e

 e
v

alu
atio

n
 o

f yo
u

r w
o

rk w
ill also

 

h
e

lp
 clarify yo

u
r d

u
tie

s an
d

 re
sp

o
n

sib
ilitie

s an
d

 id
e

n
tify h

o
w

 w
e

ll yo
u

 are
 d

o
in

g
 

yo
u

r jo
b

 o
r h

o
w

 yo
u

 m
ig

h
t im

p
ro

ve
 yo

u
r p

e
rfo

rm
an

ce
. P

e
rfo

rm
an

ce
 re

v
ie

w
s 

se
rve

 as a
 b

asis fo
r salary in

cre
ase

s, p
ro

m
o

tio
n

al d
e

cisio
n

s, e
tc. N

e
w

ly h
ire

d
 

e
m

p
lo

ye
e

s w
ill b

e
 e

v
alu

ate
d

 in
fo

rm
ally th

ro
u

g
h

o
u

t a
 six m

o
n

th
s p

ro
b

atio
n

 p
e

-

rio
d

; fo
llo

w
e

d
 b

y a
 fo

rm
al e

v
alu

atio
n

 at th
e

 e
n

d
 o

f th
e

 p
ro

b
atio

n
 an

d
, at le

ast, 

an
n

u
ally th

e
re

a
fte

r. Yo
u

r su
p

e
rv

iso
r m

ay also
 e

v
alu

ate
 yo

u
r w

o
rk at an

y tim
e

 to
 

d
o

cu
m

e
n

t ch
an

g
e

s in
 yo

u
r p

e
rfo

rm
an

ce
. Yo

u
 are

 e
n

co
u

ra
g

e
d

 to
 talk to

 yo
u

r 

su
p

e
rv

iso
r an

y
tim

e
. Yo

u
 m

ay ju
st ask, “H

o
w

 am
 I d

o
in

g
?”

E
v

a
lu

a
tio

n
 P

ro
ce

ss

A
t th

e
 b

e
g

in
n

in
g

 o
f e

m
p

lo
ym

e
n

t, yo
u

 an
d

 yo
u

r su
p

e
rv

iso
r w

ill se
t p

e
rfo

rm
an

ce
 

o
b

je
c

tive
s an

d
 co

m
p

e
te

n
cie

s b
ase

d
 o

n
 th

e
 p

rim
ary d

u
tie

s an
d

 re
sp

o
n

sib
ilitie

s 

re
fl e

c
te

d
 in

 yo
u

r jo
b

 d
e

scrip
tio

n
. 

Yo
u

 an
d

 yo
u

r im
m

e
d

iate
 su

p
e

rv
iso

r w
ill m

e
e

t to
 talk a

b
o

u
t yo

u
r p

e
rfo

rm
an

ce
, 

co
n

ce
rn

s an
d

 su
g

g
e

stio
n

s yo
u

 m
ay h

ave
 to

 h
e

lp
 yo

u
 d

o
 yo

u
r jo

b
 m

o
re

 e
f-

fe
c

tive
ly. A

 p
e

rfo
rm

an
ce

 re
v

ie
w

 is re
q

u
ire

d
 a

fte
r th

e
 p

ro
b

atio
n

ary p
e

rio
d

 an
d

 

an
n

u
ally O

c
to

b
e

r 1–
D

e
ce

m
b

e
r 31. M

id
 ye

ar d
iscu

ssio
n

s b
e

tw
e

e
n

 e
m

p
lo

ye
e

s 

an
d

 su
p

e
rv

iso
rs o

ccu
r A

p
ril 1–Ju

n
e

 3
0

. In
 th

e
 sp

irit o
f g

o
o

d
 co

m
m

u
n

icatio
n

, 

yo
u

 w
ill b

e
 p

ro
v

id
e

d
 in

fo
rm

al an
d

 fo
rm

al fe
e

d
b

a
ck o

n
 yo

u
r p

e
rfo

rm
an

ce
. Yo

u
 

are
 e

n
co

u
ra

g
e

d
 to

 talk to
 yo

u
r su

p
e

rv
iso

r at an
y tim

e
 if yo

u
 h

ave
 q

u
e

stio
n

s o
r 

co
n

ce
rn

s a
b

o
u

t yo
u

r jo
b

.

O
ccasio

n
ally, d

iscip
lin

ary a
c

tio
n

 is n
e

e
d

e
d

 w
h

e
n

 stan
d

ard
s are

 n
o

t m
e

t b
y 

an
 e

m
p

lo
ye

e
. P

le
ase

 re
a

d
 th

e
 K

an
sas State

 U
n

ive
rsity D

iscip
lin

ary A
c

tio
n

 

P
ro

ce
d

u
re

s. h
ttp

://w
w

w
.k-sta

te.ed
u

/p
o

licies/p
p

m
/4

020
.h

tm
l



2
8 E

le
c

tro
n

ic (D
ire

c
t) D

e
p

o
sit?

• 
It’s faste

r. Yo
u

r p
aych

e
ck w

ill b
e

 au
to

m
atically d

e
p

o
site

d
 in

 yo
u

r ch
e

ckin
g

 o
r 

sav
in

g
s a

cco
u

n
t, n

o
 m

atte
r if yo

u
’re

 sch
e

d
u

le
d

 o
ff , o

n
 v

a
catio

n
, sick o

r to
o

 

b
u

sy to
 g

o
 to

 th
e

 b
an

k.

• 
It’s sa

fe
r. Yo

u
r p

ay can
’t b

e
 sto

le
n

 o
r lo

st w
ith

 e
le

c
tro

n
ic d

e
p

o
sit. 

• 
It’s re

lia
b

le
 an

d
 co

n
ve

n
ie

n
t.

D
e

p
o

sits are
 m

a
d

e
 e

ve
ry p

ay p
e

rio
d

 at th
e

 sam
e

 tim
e

. To
 b

e
g

in
 yo

u
r e

le
c

tro
n

ic 

d
e

p
o

sit, yo
u

 w
ill n

e
e

d
 to

 co
m

p
le

te
 a

 fo
rm

 w
h

ich
 is av

aila
b

le
 fro

m
 th

e
 u

n
it se

c-

re
tary. A

lo
n

g
 w

ith
 th

e
 fo

rm
 yo

u
 w

ill n
e

e
d

 a
 d

e
p

o
sit slip

 o
r a

 co
p

y o
f a

 vo
id

e
d

 

ch
e

ck. It is p
o

ssib
le

 to
 h

ave
 yo

u
r p

ay e
le

c
tro

n
ically d

e
p

o
site

d
 to

 alm
o

st an
y 

b
an

k o
r fi n

an
cial in

stitu
tio

n
 in

 th
e

 U
n

ite
d

 State
s. 

H
R

IS
 E

m
p

lo
y

e
e

 S
e

lf-S
e

rv
ice

E
m

p
lo

ye
e

 se
lf-se

rv
ice

 allo
w

s K
-State

 e
m

p
lo

ye
e

s to
 v

ie
w

 th
e

ir p
aych

e
ck d

ata
, 

le
ave

 b
alan

ce
s, b

e
n

e
fi t an

d
 p

e
rso

n
al in

fo
rm

atio
n

 su
m

m
ary o

n
-lin

e
. E

m
p

lo
ye

e
s 

m
ay u

p
d

ate
 th

e
ir W

-4
 an

d
/o

r K
-4

 ta
x in

fo
rm

atio
n

, p
e

rso
n

al in
fo

rm
atio

n
, an

d
 

d
ire

c
t d

e
p

o
sit e

le
c

tio
n

s o
n

-lin
e

. E
m

p
lo

ye
e

s a
cce

ss th
is e

le
c

tro
n

ic se
rv

ice
 at 

h
ttp

://w
w

w
.a

s.ksu
.ed

u
/H

R
IS b

y u
sin

g
 th

e
ir e

id
 an

d
 p

assw
o

rd
.

A
tte

n
d

a
n

ce

A
s an

 e
m

p
lo

ye
e

 o
f D

in
in

g
 S

e
rvice

s yo
u

 h
ave

 th
e

 u
n

iq
u

e
 an

d
 ve

ry im
p

o
rtan

t ro
le

 

o
f p

re
p

arin
g

 an
d

/o
r se

rvin
g

 m
e

als to
 4

,2
0

0
 stu

d
e

n
t re

sid
e

n
ts at K

-State
. A

ll D
in

in
g

 

S
e

rvice
s e

m
p

lo
ye

e
s are

 co
n

sid
e

re
d

 “e
sse

n
tial p

e
rso

n
n

e
l” an

d
 yo

u
r atte

n
d

an
ce

 

is critical to
 th

e
 su

cce
ss o

f th
e

 D
in

in
g

 S
e

rvice
s te

am
. D

u
rin

g
 kn

o
w

n
 p

e
rio

d
s o

f 

in
cle

m
e

n
t w

e
ath

e
r yo

u
r atte

n
d

an
ce

 is im
p

e
rative

. P
le

ase
 sp

e
ak to

 a m
an

ag
e

r if ac-

co
m

m
o

d
atio

n
s n

e
e

d
 to

 b
e

 m
ad

e
 to

 in
su

re
 yo

u
r safe

 an
d

 o
n

-tim
e

 arrival to
 w

o
rk. 

A
s a

 co
n

d
itio

n
 o

f e
m

p
lo

ym
e

n
t, e

m
p

lo
ye

e
s are

 e
xp

e
c

te
d

 to
 re

p
o

rt fo
r 

w
o

rk at th
e

 assig
n

e
d

 tim
e

 an
d

 p
la

ce
 an

d
 to

 re
m

ain
 o

n
 d

u
ty d

u
rin

g
 

sch
e

d
u

le
d

 w
o

rk h
o

u
rs. Failu

re
 to

 atte
n

d
 yo

u
r sch

e
d

u
le

d
 sh

ift w
ill re

su
lt 

in
 th

e
 e

n
fo

rce
m

e
n

t o
f th

e
 U

n
ive

rsity
’s D

iscip
lin

ary A
c

tio
n

 P
ro

ce
d

u
re

s 

h
ttp

://w
w

w
.k-sta

te.ed
u

/p
o

licies/p
p

m
/4

020
.h

tm
l

P
le

ase
 take

 tim
e

 to
 re

a
d

 th
e

 A
tte

n
d

an
ce

 G
u

id
e

lin
e

s fo
r C

lassifi e
d

 Sta
ff  

h
ttp

://w
w

w
.k-sta

te.ed
u

/p
o

licies/p
p

m
/4

025
.h

tm
l

L
e

a
v

e
 R

e
q

u
e

sts 

Le
ave

 re
q

u
e

sts m
u

st h
ave

 p
rio

r ap
p

ro
v

al fro
m

 a
 su

p
e

rv
iso

r. T
h

is is n
e

ce
ssary to

 

e
n

su
re

 a
d

e
q

u
ate

 co
ve

ra
g

e
 b

e
fo

re
 g

ran
tin

g
 yo

u
r re

q
u

e
st. B

e
cau

se
 o

f th
e

 w
o

rk 

w
e

 d
o

, a
d

v
an

ce
 n

o
tifi catio

n
 is im

p
o

rtan
t an

d
 it m

ay n
o

t b
e

 p
o

ssib
le

 to
 g

ran
t all 

re
q

u
e

sts fo
r tim

e
 o

ff . Typ
e

s o
f le

ave
 an

d
 le

ave
 re

q
u

e
sts w

ill b
e

 fu
rth

e
r e

xp
lain

e
d

 

d
u

rin
g

 yo
u

r n
e

w
 e

m
p

lo
ye

e
 o

rie
n

tatio
n

 se
ssio

n
. If yo

u
 h

ave
 an

y a
d

d
itio

n
al 

q
u

e
stio

n
s, p

le
ase

 fe
e

l fre
e

 to
 ask th

e
 u

n
it se

cre
tary o

r call P
e

rso
n

n
e

l/ P
ayro

ll, 

7
8

5
-5
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5
8
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P
ro

ce
d

u
re

s a
n

d
 P

o
licie

s

A
s a

 n
e

w
 e

m
p

lo
ye

e
, yo

u
 are

 aske
d

 to
 o

b
tain

 an
d

 co
m

p
le

te
 th

e
 fo

llo
w

in
g

 as 

so
o

n
 as p

o
ssib

le
:

W
h

a
t

W
h

e
re

 
W

h
e

n

E
m

p
lo

ym
e

n
t D

o
cu

m
e

n
ts 

an
d

 B
e

n
e

fi ts E
n

ro
llm

e
n

t 

Fo
rm

s

P
e

rso
n

n
e

l/P
ayro

ll, 

P
ittm

an
 B

u
ild

in
g

U
p

o
n

 e
m

p
lo

ym
e

n
t

K
-State

 P
arkin

g
 P

e
rm

it
K

-State
 P

arkin
g

 S
e

rv
ice

s

10
3

 E
d

w
ard

s H
all

P
rio

r to
 p

arkin
g

 o
n

 

cam
p

u
s

P
arkin

g
 G

o
ld

 O
ve

rlay fo
r 

K
-State

 P
arkin

g
 P

e
rm

it 
(a

llo
w

s a
cce

ss to
 sta

ff  p
a

rkin
g

)

P
e

rso
n

n
e

l/P
ayro

ll, 

P
ittm

an
 B

u
ild

in
g

A
fte

r p
u

rch
asin

g
 p

arkin
g

 

p
e

rm
it at P

arkin
g

 

S
e

rv
ice

s

K
-State

 ID
 C

ard
K

-State
 U

n
io

n
 

F
irst d

ay at w
o

rk

U
n

ifo
rm

 In
fo

rm
atio

n
*

W
o

rk U
n

it
W

h
e

n
 h

ire
d

 o
r d

u
rin

g
 

fi rst w
e

e
k o

f w
o

rk

M
e

d
ical In

fo
rm

atio
n

 

C
ard

W
o

rk U
n

it
P

rio
r to

 w
o

rkin
g

 fi rst sh
ift

S
an

itatio
n

 Q
u

iz
W

o
rk U

n
it

P
rio

r to
 fi rst p

aych
e

ck, 

an
n

u
ally th

e
re

a
fte

r

(se
e

 ap
p

e
n

d
ix)

H
a

zard
 C

o
m

m
u

n
icatio

n
 

an
d

 B
lo

o
d

 b
o

rn
e

 

P
ath

o
g

e
n

 Q
u

iz

W
o

rk U
n

it
P

rio
r to

 fi rst p
aych

e
ck, 

an
n

u
ally th

e
re

a
fte

r

(se
e

 ap
p

e
n

d
ix)

S
o

m
e

 o
f th

e
 fo

rm
s liste

d
 a

b
o

ve
 m

ay h
ave

 b
e

e
n

 co
m

p
le

te
d

. If yo
u

 are
 u

n
su

re
, 

p
le

ase
 se

e
 yo

u
r d

in
in

g
 ce

n
te

r se
cre

tary.

*U
n

ifo
rm

 style
s v

ary b
e

tw
e

e
n

 d
in

in
g

 ce
n

te
rs an

d
 p

o
sitio

n
s.

Jo
b

 S
ta

n
d

a
rd

s 

Jo
b

 stan
d

ard
s are

 o
b

je
c

tive
 state

m
e

n
ts th

at fo
cu

s o
n

 e
xp

e
c

te
d

 p
e

rfo
rm

an
ce

 o
u

t-

co
m

e
s. Yo

u
 w

ill re
ce

ive
 yo

u
r jo

b
 stan

d
ard

s w
ith

in
 th

e
 fi rst w

e
e

k o
f yo

u
r e

m
p

lo
y-

m
e

n
t. T

h
e

se
 stan

d
ard

s w
ill b

e
 u

se
d

 to
 g

u
id

e
 yo

u
r le

arn
in

g
 an

d
 to

 e
valu

ate
 p

e
rfo

r-

m
an

ce
 at th

e
 e

n
d

 o
f yo

u
r ratin

g
 p

e
rio

d
. (se

e
 P

e
rfo

rm
an

ce
 R

e
vie

w
s, p

ag
e

 2
9.)

K
-S

ta
te

 ID
 C

a
rd

 

T
h

e
 m

o
st im

p
o

rtan
t u

se
 fo

r yo
u

r K
-State

 ID
 card

 is to
 a

cce
ss th

e
 d

in
in

g
 ce

n
te

r 

ca
fe

te
ria

 an
d

 to
 clo

ck in
 an

d
 o

u
t fo

r w
o

rk. Yo
u

 are
 re

q
u

ire
d

 to
 ru

n
 yo

u
r card

 

th
ro

u
g

h
 th

e
 card

 re
a

d
e

r e
a

ch
 tim

e
 yo

u
 e

at a
 m

e
al an

d
 th

ro
u

g
h

 th
e

 tim
e

 clo
ck 

e
a

ch
 tim

e
 yo

u
 arrive

 an
d

 le
ave

 w
o

rk.

Yo
u

r e
m

p
lo

ym
e

n
t at K

an
sas State

 U
n

ive
rsity e

n
a

b
le

s yo
u

 to
 take

 a
d

v
an

ta
g

e
 

o
f m

an
y o

p
p

o
rtu

n
itie

s an
d

 se
rv

ice
s. K

-State
 ch

ild
 care

, fi tn
e

ss an
d

 re
cre

atio
n

al 



1
0 ce

n
te

r, lib
rary, cre

d
it u

n
io

n
, au

d
ito

riu
m

 attra
c

tio
n

s, n
o

tary p
u

b
lic se

rv
ice

 an
d

 

K
-State

 U
n

io
n

 se
rv

ice
s are

 a
 fe

w
 o

f th
e

 se
rv

ice
s th

at re
q

u
ire

 an
 ID

 card
. M

o
re

 in
-

fo
rm

atio
n

 a
b

o
u

t th
e

se
 o

p
p

o
rtu

n
itie

s an
d

 se
rv

ice
s m

ay b
e

 fo
u

n
d

 in
 th

e
 K

-State
 

C
lassifi e

d
 E

m
p

lo
ye

e
s’ H

an
d

b
o

o
k.

h
ttp

://w
w

w
.k-sta

te.ed
u

/em
p

lrel/services/em
p

lo
yee_

h
a

n
d

b
o

o
k.h

tm
l

To
 o

b
tain

 yo
u

r ID
 card

, take
 a

 co
p

y o
f yo

u
r ap

p
o

in
tm

e
n

t fo
rm

 (th
is w

ill b
e

 p
ro

-

v
id

e
d

 to
 yo

u
 b

y p
e

rso
n

n
e

l/p
ayro

ll sta
ff ) to

 th
e

 K
-State

 ID
 C

e
n

te
r, lo

cate
d

 o
n

 th
e

 

se
co

n
d

 fl o
o

r o
n

 th
e

 K
-State

 U
n

io
n

. T
h

e
 in

itial ID
 card

 is p
ro

v
id

e
d

 fre
e

 o
f ch

arg
e

. 

A
 re

p
la

ce
m

e
n

t fe
e

 w
ill b

e
 ch

arg
e

d
 fo

r su
b

se
q

u
e

n
t card

s. C
are

 sh
o

u
ld

 b
e

 take
n

 

to
 ke

e
p

 th
e

 re
a

d
 e

le
c

tro
n

ic strip
 fro

m
 b

e
co

m
in

g
 d

am
a

g
e

d
.

P
a

rk
in

g
 

C
lassifi e

d
 e

m
p

lo
ye

e
s u

sin
g

 H
o

u
sin

g
 an

d
 D

in
in

g
 p

arkin
g

 are
as m

u
st h

ave
 a

 

Fa
cu

lty/Sta
ff  p

e
rm

it w
ith

 a
 g

o
ld

 o
ve

rlay a
ffi  xe

d
 to

 it. To
 p

u
rch

ase
 yo

u
r p

arkin
g

 

p
e

rm
it, take

 a
 co

p
y o

f yo
u

r ap
p

o
in

tm
e

n
t fo

rm
 to

 P
arkin

g
 S

e
rv

ice
s, lo

cate
d

 in
 

th
e

 P
arkin

g
 G

ara
g

e
, so

u
th

 o
f th

e
 K

-State
 Stu

d
e

n
t U

n
io

n
, lo

cate
d

 at th
e

 co
rn

e
r 

o
f 17

th
 Stre

e
t an

d
 A

n
d

e
rso

n
 A

ve
n

u
e

. T
h

e
 co

st fo
r a

 p
e

rm
it is d

e
te

rm
in

e
d

 b
y an

 

e
m

p
lo

ye
e

’s an
n

u
al salary. A

 p
ayro

ll d
e

d
u

c
tio

n
 p

lan
 fo

r fu
ll ye

ar (o
n

ly) p
arkin

g
 

p
e

rm
its is av

aila
b

le
 fo

r e
m

p
lo

ye
e

s ap
p

o
in

te
d

 to
 a

 .4
 tim

e
 o

r g
re

ate
r p

o
sitio

n
. 

Fo
r m

o
re

 in
fo

rm
atio

n
 call P

arkin
g

 S
e

rv
ice

s at 7
8

5
-5
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2
7

5
, o

r v
isit th

e
ir w

e
b

site
. 

h
ttp

://w
w

w
.k-sta

te.ed
u

/p
a

rkin
g

/

To
 re

ce
ive

 yo
u

r g
o

ld
 o

ve
rlay, take

 yo
u

r p
arkin

g
 p

e
rm

it (h
an

g
 ta

g
) to

 th
e

 p
e

rso
n

-

n
e

l/p
ayro

ll are
a

 in
 P

ittm
an

 B
u

ild
in

g
. A

 sta
ff  m

e
m

b
e

r w
ill affi  x th

e
 g

o
ld

 o
ve

rlay 

to
 yo

u
r p

e
rm

it. Yo
u

 are
 re

sp
o

n
sib

le
 fo

r an
y ticke

t(s) re
ce

ive
d

 b
e

cau
se

 o
f tra

ffi  c 

o
r p

arkin
g

 v
io

latio
n

s. P
le

ase
 ask yo

u
r su

p
e

rv
iso

r if yo
u

 h
ave

 q
u

e
stio

n
s a

b
o

u
t 

p
arkin

g
. (S

e
e

 ap
p

e
n

d
ix fo

r e
m

p
lo

ye
e

 p
arkin

g
 m

ap
.)

T
e

le
p

h
o

n
e

 C
a

lls a
n

d
 C

e
llu

la
r T

e
le

p
h

o
n

e
s/P

D
A

s

T
h

e
 d

in
in

g
 ce

n
te

r te
le

p
h

o
n

e
s are

 re
se

rve
d

 fo
r b

u
sin

e
ss u

se
 an

d
 n

o
t fo

r p
e

rso
n

al 

calls. Yo
u

 w
ill b

e
 co

n
tac

te
d

 if yo
u

 h
ave

 an
 e

m
e

rg
e

n
c

y p
h

o
n

e
 call. P

le
ase

 te
ll yo

u
r 

fam
ily, o

r an
yo

n
e

 w
h

o
 m

ig
h

t call yo
u

 fo
r an

 e
m

e
rg

e
n

c
y, to

 in
fo

rm
 th

e
 re

ce
p

tio
n

-

ist if th
e

ir call is u
rg

e
n

t. P
e

rso
n

al ce
ll p

h
o

n
e

s (in
clu

d
in

g
 u

se
 o

f te
x

t m
e

ssag
in

g
) 

are
 re

stric
te

d
 to

 u
se

 d
u

rin
g

 sch
e

d
u

le
d

 m
e

al an
d

 re
st b

re
aks o

n
ly. C

e
ll p

h
o

n
e

s 

sh
o

u
ld

 b
e

 ke
p

t in
 yo

u
r lo

cke
r, n

o
t carrie

d
 in

 a u
n

ifo
rm

 o
r ap

ro
n

 p
o

cke
t. R

are
 e

x-

ce
p

tio
n

s to
 th

is p
o

lic
y w

ill b
e

 m
ad

e
 in

 e
m

e
rg

e
n

c
y situ

atio
n

s. P
le

ase
 d

iscu
ss yo

u
r 

e
m

e
rg

e
n

c
y w

ith
 a m

e
m

b
e

r o
f th

e
 m

an
a

g
e

m
e

n
t staff  b

e
fo

re
 yo

u
r sh

ift.

E
le

c
tro

n
ic D

e
v

ice
s a

n
d

 E
-m

a
il

T
h

e
 u

se
 o

f iP
o

d
s, p

o
rtab

le
 rad

io
s, an

d
 o

th
e

r e
le

c
tro

n
ic d

e
vice

s are
 n

o
t p

e
r-

m
itte

d
 w

h
ile

 clo
cke

d
 in

. T
h

e
 d

in
in

g
 ce

n
te

r’s o
ffi  ce

 co
m

p
u

te
rs are

 fo
r o

ffi  cial 

b
u

sin
e

ss an
d

 are
 n

o
t av

ailab
le

 fo
r e

m
p

lo
ye

e
s to

 se
n

d
 o

r re
ce

ive
 p

e
rso

n
al e

-m
ail, 

Fa
ce

b
o

o
k, Tw

itte
r, o

r M
ySp

ace
 in

te
rac

tio
n

s. S
o

m
e

 d
in

in
g

 ce
n

te
rs h

ave
 co

m
p

u
t-

e
rs d

e
sig

n
ate

d
 fo

r p
e

rso
n

al e
-m

ail an
d

 In
te

rn
e

t acce
ss. T

h
e

se
 co

m
p

u
te

rs m
ay b

e
 

u
se

d
 d

u
rin

g
 sch

e
d

u
le

d
 b

re
aks an

d
 re

st p
e

rio
d

s.

2
7

T
e

le
p

h
o

n
e

 N
u

m
b

e
rs to

 U
se

 W
h

e
n

 A
b

se
n

t 

If illn
e

ss o
r an

 e
m

e
rg

e
n

c
y d

e
lays yo

u
 in

 g
e

ttin
g

 to
 w

o
rk, it is re

q
u

ire
d

 yo
u

 

p
h

o
n

e
 yo

u
r d

in
in

g
 se

rv
ice

 o
ffi  ce

 (b
e

lo
w

) at le
ast o

n
e

 h
o

u
r b

e
fo

re
 yo

u
r sch

e
d

-

u
le

d
 sh

ift. E
a

ch
 d

in
in

g
 ce

n
te

r fo
llo

w
s slig

h
tly d

iff e
re

n
t p

ro
ce

d
u

re
s fo

r re
p

o
rtin

g
 

a
b

se
n

ce
s. P

le
ase

 b
e

 fam
iliar w

ith
 yo

u
r b

u
ild

in
g

’s p
ro

ce
d

u
re

s.

D
e

rb
y....................................................................................................................................... 7

8
5
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4

8
3

K
ram

e
r .....................................................................................................................................7

8
5

-5
32
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4

8
2

V
an

 Z
ile

 ...................................................................................................................................7
8

5
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4

O
v

e
rtim

e
 

O
ve

rtim
e

 is n
o

t an
ticip

ate
d

 an
d

 n
e

ve
r allo

w
e

d
 w

ith
o

u
t su

p
e

rv
iso

r ap
p

ro
v

al. 

Em
ployees are not to w

ork “off  the clock”, w
hile eating m

eals, or taking 
a rest break. If a

 p
ro

b
le

m
 arise

s d
u

rin
g

 yo
u

r w
o

rk d
ay, d

iscu
ss it w

ith
 yo

u
r 

su
p

e
rv

iso
r so

 a
d

ju
stm

e
n

ts can
 b

e
 m

a
d

e
 to

 p
re

ve
n

t th
e

 n
e

e
d

 fo
r yo

u
 to

 w
o

rk 

late
 o

r m
iss b

re
ak

s. If o
ve

rtim
e

 is ap
p

ro
ve

d
, th

e
 e

m
p

lo
ye

e
 m

ay d
e

cid
e

 b
e

tw
e

e
n

 

co
m

p
e

n
sato

ry tim
e

 o
r co

m
p

e
n

sato
ry p

ay.

P
a

y
ch

e
ck

s

P
a

y
 P

e
rio

d
 

P
ay p

e
rio

d
s are

 b
iw

e
e

kly an
d

 p
ay d

ay o
ccu

rs e
ve

ry o
th

e
r Frid

ay. (A
 ch

art in
 

th
e

 ap
p

e
n

d
ix sh

o
w

s th
e

 p
ay p

e
rio

d
s fo

r th
e

 sch
o

o
l ye

ar.) If a
 p

ay d
ay o

ccu
rs 

o
n

 a
 U

n
ive

rsity h
o

lid
ay, p

ay w
ill b

e
 issu

e
d

 th
e

 w
o

rkin
g

 d
ay b

e
fo

re
 th

e
 h

o
lid

ay 

b
e

g
in

s. E
a

ch
 b

iw
e

e
kly p

ay p
e

rio
d

 b
e

g
in

s at 12
:01

 a
.m

. S
u

n
d

ay an
d

 e
n

d
s tw

o
 

S
atu

rd
ays late

r at 12
:0

0
 m

id
n

ig
h

t.

D
istrib

u
tio

n
 

P
aych

e
ck

s w
ill b

e
 m

aile
d

 fro
m

 th
e

 D
iv

isio
n

 o
f A

cco
u

n
ts an

d
 R

e
p

o
rts, To

p
e

ka
, 

K
an

sas, to
 an

 e
m

p
lo

ye
e

’s lo
cal a

d
d

re
ss as liste

d
 in

 th
e

 H
u

m
an

 R
e

so
u

rce
s 

In
fo

rm
atio

n
 Syste

m
 (H

R
IS

). E
m

p
lo

ye
e

s are
 stro

n
g

ly e
n

co
u

ra
g

e
d

 to
 h

ave
 th

e
ir 

p
aych

e
ck

s e
le

c
tro

n
ically d

e
p

o
site

d
. E

m
p

lo
ye

e
s e

le
c

tin
g

 d
ire

c
t d

e
p

o
sit are

 

m
aile

d
 a

 p
ay a

d
v

ice
 (p

ay stu
b

) e
a

ch
 p

ay d
ay. Yo

u
r p

ay a
d

v
ice

 w
ill list yo

u
r g

ro
ss 

an
d

 n
e

t e
arn

in
g

s, d
e

d
u

c
tio

n
s, th

e
 am

o
u

n
t d

e
p

o
site

d
 to

 yo
u

r a
cco

u
n

t, as w
e

ll as 

yo
u

r le
ave

 b
alan

ce
s. If yo

u
 d

o
 n

o
t re

ce
ive

 yo
u

r p
aych

e
ck o

r p
ay a

d
v

ice
, o

r fi n
d

 

an
 e

rro
r, n

o
tify yo

u
r su

p
e

rv
iso

r im
m

e
d

iate
ly.



2
6 • 

C
o

n
ta

c
t yo

u
r su

p
e

rv
iso

r, if yo
u

 h
ave

 re
ce

ive
d

 an
 e

le
c

trical sh
o

ck fro
m

 an
 

ap
p

lian
ce

, e
q

u
ip

m
e

n
t o

r sw
itch

.

• 
Im

m
e

d
iate

ly re
p

o
rt n

e
e

d
e

d
 e

q
u

ip
m

e
n

t m
ain

te
n

an
ce

 re
p

airs to
 yo

u
r 

su
p

e
rv

iso
r. D

o
 n

o
t atte

m
p

t to
 m

ake
 re

p
airs yo

u
rse

lf.

• 
U

se
 a

 w
o

o
d

e
n

-h
an

d
le

d
 b

ro
o

m
 o

r m
o

p
 to

 kn
o

ck a
 p

lu
g

 fro
m

 th
e

 so
cke

t in
 

th
e

 case
 o

f an
 e

le
c

trical fi re
 o

r an
 e

le
c

trical sh
o

rt.

• 
D

u
rin

g
 tim

e
s o

f e
m

e
rg

e
n

c
y, d

o
 n

o
t u

se
 th

e
 e

le
v

ato
rs.

W
o

rk
 H

o
u

rs, S
a

la
ry

, a
n

d
 C

o
m

p
e

n
sa

tio
n

U
sin

g
 th

e
 K

R
O

N
O

S
® T

im
e

c
lo

ck
 

T
h

e
 n

u
m

b
e

r o
f h

o
u

rs yo
u

 w
o

rk p
e

r p
ay p

e
rio

d
 w

ill b
e

 re
co

rd
e

d
 b

y an
 e

le
c

tro
n

-

ic tim
e

 clo
ck. Yo

u
 K

-State
 ID

 C
ard

 is u
se

d
 fo

r clo
ckin

g
 in

 an
d

 o
u

t o
f th

e
 K

ro
n

o
s® 

tim
e

ke
e

p
in

g
 syste

m
. Yo

u
 m

ust clo
ck in

 an
d

 o
u

t e
a

ch
 d

ay u
sin

g
 yo

u
r ID

 card
. If 

yo
u

 m
ake

 a
 m

istake
 in

 tim
e

 re
co

rd
in

g
, fo

rg
e

t to
 clo

ck in
 o

r o
u

t, o
r yo

u
r ID

 card
 

is re
je

c
te

d
, re

p
o

rt it im
m

e
d

iate
ly to

 yo
u

r su
p

e
rv

iso
r. Yo

u
 w

ill n
e

e
d

 to
 fi ll o

u
t a

 

tim
e

 e
d

it fo
rm

 an
d

 h
ave

 it sig
n

e
d

 b
y yo

u
r su

p
e

rv
iso

r. Failu
re

 to
 co

m
p

le
te

 an
 

e
d

it fo
rm

 can
 re

su
lt in

 an
 in

co
rre

c
t p

ay ch
e

ck. 

A
t w

o
rk, allo

w
 u

p
 to

 10
 m

in
u

te
s fo

r p
re

p
arato

ry an
d

 co
n

clu
d

in
g

 a
c

tiv
itie

s. (S
e

e
 

p
a

g
e

 11.)

E
a

ch
 e

m
p

lo
ye

e
 sh

o
u

ld
 take

 re
sp

o
n

sib
ility fo

r clo
ckin

g
 o

n
ly th

e
m

se
lve

s in
 an

d
 

o
u

t. C
lo

ckin
g

 in
 o

r o
u

t fo
r o

th
e

r e
m

p
lo

ye
e

s, a
 h

a
b

itu
al p

atte
rn

 o
f n

o
t u

sin
g

 yo
u

r 

ID
 card

 to
 clo

ck in
 an

d
 o

u
t an

d
 in

a
ccu

rate
ly re

p
o

rtin
g

 h
o

u
rs w

o
rke

d
 an

d
 le

ave
 

take
n

 m
ay b

e
 co

n
sid

e
re

d
 frau

d
u

le
n

t an
d

 m
ay b

e
 cau

se
 fo

r d
iscip

lin
ary a

c
tio

n
 

u
p

 to
 an

d
 in

clu
d

in
g

 d
ism

issal. 

If so
m

e
th

in
g

 is le
ft u

n
d

o
n

e
 at th

e
 e

n
d

 o
f th

e
 w

o
rk sh

ift, m
ake

 su
re

 a
 su

p
e

rv
iso

r 

is in
fo

rm
e

d
 p

rio
r to

 le
av

in
g

 w
o

rk.

H
o

u
rs o

f W
o

rk
 a

n
d

 D
a

y
s O

ff  

Fu
ll-tim

e
 D

in
in

g
 S

e
rv

ice
 e

m
p

lo
ye

e
s w

o
rk 4

0
 h

o
u

r w
e

e
k

s w
ith

 tw
o

 m
e

al b
re

ak
s 

(3
0

 m
in

u
te

s e
a

ch
) an

d
 tw

o
 re

st b
re

ak
s (15

 m
in

u
te

s e
a

ch
) sch

e
d

u
le

d
 e

a
ch

 e
ig

h
t 

h
o

u
r sh

ift. P
art-tim

e
 e

m
p

lo
ye

e
s are

 sch
e

d
u

le
d

 fo
r o

n
e

 15
-m

in
u

te
 re

st b
re

ak 

d
u

rin
g

 an
y fo

u
r co

n
se

cu
tive

 h
o

u
rs o

f w
o

rk an
d

 a
 m

e
al b

re
ak, w

h
e

n
 sch

e
d

u
le

d
 

o
ve

r a
 m

e
al. M

e
al b

re
ak

s are
 in

 a
d

d
itio

n
 to

 th
e

 h
o

u
rs sch

e
d

u
le

d
 fo

r th
e

 w
o

rk 

w
e

e
k. S

ch
e

d
u

le
s are

 se
t u

p
 o

n
 a

 tw
o

 w
e

e
k o

r th
re

e
 w

e
e

k c
ycle

; W
e

e
k I an

d
 II 

o
r W

e
e

k I, II, an
d

 III. Fu
ll-tim

e
 e

m
p

lo
ye

e
s w

ill h
ave

 tw
o

 d
ays o

ff  e
a

ch
 w

e
e

k. P
art-

tim
e

 e
m

p
lo

ye
e

s’ sch
e

d
u

le
s w

ill v
ary. T

h
e

 w
o

rk w
e

e
k b

e
g

in
s o

n
 S

u
n

d
ay at 12

:01
 

a
.m

. an
d

 e
n

d
s o

n
 S

atu
rd

ay at 12
 m

id
n

ig
h

t.

11

P
re

p
a

ra
to

ry
 a

n
d

 C
o

n
clu

d
in

g
 A

c
tiv

itie
s

D
in

in
g

 C
e

n
te

r e
m

p
lo

ye
e

s are
 allo

w
e

d
 10

 m
in

u
te

s at th
e

 b
e

g
in

n
in

g
 an

d
 e

n
d

 o
f 

th
e

ir sh
ift fo

r w
o

rk re
late

d
 p

re
p

arato
ry an

d
 co

n
clu

d
in

g
 a

c
tiv

itie
s. T

h
e

 p
re

p
ara

-

to
ry a

c
tiv

itie
s m

ay in
clu

d
e

 p
u

ttin
g

 o
n

 a
 u

n
ifo

rm
 an

d
/o

r ap
ro

n
, w

ash
in

g
 h

an
d

s, 

g
e

ttin
g

 h
air n

e
ts o

n
, co

o
rd

in
atin

g
 w

ith
 th

e
 e

arly sh
ift sta

ff  (if o
n

 th
e

 late
 sh

ift), 

e
tc. T

h
e

 co
n

clu
d

in
g

 a
c

tiv
itie

s m
ay in

clu
d

e
 su

ch
 th

in
g

s as p
u

ttin
g

 aw
ay w

o
rk-

sh
e

e
ts an

d
 H

A
C

C
P

 fo
rm

s, co
o

rd
in

atin
g

 w
ith

 th
e

 late
 sh

ift sta
ff  (if o

n
 th

e
 e

arly 

sh
ift), ch

an
g

in
g

 o
u

t o
f a

 u
n

ifo
rm

, e
tc. T

h
e

 tim
e

 is n
o

t d
e

sig
n

ate
d

 fo
r b

re
ak

s, 

u
sin

g
 th

e
 p

h
o

n
e

, re
a

d
in

g
 e

-m
ail o

r n
e

w
sp

ap
e

rs, sm
o

kin
g

, d
rin

kin
g

 co
ff e

e
, o

r 

o
th

e
r p

e
rso

n
al a

c
tiv

itie
s.

L
o

c
k

e
rs 

Lo
cke

rs are
 p

ro
v

id
e

d
 fo

r yo
u

 to
 u

se
. Yo

u
 n

e
e

d
 to

 b
rin

g
 yo

u
r o

w
n

 p
a

d
lo

ck, an
d

 

w
e

 ask th
at lo

cke
rs b

e
 lo

cke
d

 w
h

e
n

 p
e

rso
n

al ite
m

s are
 in

sid
e

. T
h

e
 d

in
in

g
 ce

n
te

r 

is n
o

t re
sp

o
n

sib
le

 fo
r lo

st p
e

rso
n

al ite
m

s. Lo
cke

rs m
u

st b
e

 e
m

p
tie

d
 an

d
 le

ft 

o
p

e
n

 fo
r cle

an
in

g
 d

u
rin

g
 se

m
e

ste
r b

re
ak an

d
 at th

e
 e

n
d

 o
f th

e
 a

ca
d

e
m

ic ye
ar.

R
e

st P
e

rio
d

s 

C
lassifi e

d
 e

m
p

lo
ye

e
s are

 e
n

co
u

ra
g

e
d

, w
h

e
n

 o
p

e
ratio

n
s allo

w
, to

 take
 tw

o
 15

 

m
in

u
te

 b
re

ak
s fo

r e
a

ch
 8

 h
o

u
r w

o
rk sh

ift. R
e

st p
e

rio
d

s b
e

g
in

 w
h

e
n

 th
e

 e
m

-

p
lo

ye
e

 le
ave

s th
e

 fo
o

d
 p

ro
d

u
c

tio
n

 fl o
o

r an
d

 e
n

d
s u

p
o

n
 re

tu
rn

 to
 th

e
 p

ro
d

u
c-

tio
n

 fl o
o

r. S
u

p
e

rv
iso

rs w
ill sch

e
d

u
le

 b
re

ak tim
e

s. P
le

ase
 e

n
jo

y co
ff e

e
, te

a
, C

rystal 

Lig
h

t, o
r so

ft d
rin

k
s w

h
e

n
 yo

u
 take

 a
 b

re
ak. B

e
ve

ra
g

e
s m

u
st b

e
 co

n
su

m
e

d
 in

 

th
e

 d
in

in
g

 ro
o

m
s. Fo

o
d

, in
clu

d
in

g
 w

h
o

le
 fru

it, m
ay n

o
t b

e
 save

d
 fro

m
 m

e
als 

to
 e

at at re
st b

re
ak

s. If yo
u

 h
ave

 a
 m

e
d

ical co
n

d
itio

n
 th

at re
q

u
ire

s fo
o

d
 b

e
 

co
n

su
m

e
d

 d
u

rin
g

 yo
u

r b
re

ak, p
le

ase
 se

e
 th

e
 u

n
it d

ire
c

to
r o

r a
 m

e
m

b
e

r o
f th

e
 

m
a

n
a

g
e

m
e

n
t sta

ff .

M
e

a
l P

e
rio

d
s 

• 
It is a

g
ain

st fo
o

d
 sa

fe
ty re

g
u

latio
n

s to
 b

rin
g

 fo
o

d
 p

re
p

are
d

 in
 a

 n
o

n
-

in
sp

e
c

te
d

 kitch
e

n
 to

 th
e

 d
in

in
g

 ce
n

te
rs. M

e
als sh

o
u

ld
 b

e
 se

le
c

te
d

 fro
m

 fo
o

d
s 

o
n

 th
e

 d
in

in
g

 ce
n

te
r m

e
n

u
 an

d
 n

o
t b

ro
u

g
h

t fro
m

 h
o

m
e

 o
r o

th
e

r o
u

tsid
e

 

so
u

rce
s. If th

e
re

 is a
 m

e
d

ical re
aso

n
 fo

r b
rin

g
in

g
 fo

o
d

 in
to

 th
e

 d
in

in
g

 ce
n

te
r, 

p
le

ase
 talk to

 th
e

 U
n

it D
ire

c
to

r b
e

fo
re

 b
rin

g
in

g
 fo

o
d

 in
to

 th
e

 b
u

ild
in

g
.

• 
M

e
al b

re
ak

s, 3
0

 m
in

u
te

s e
a

ch
, w

ill b
e

 sch
e

d
u

le
d

. S
o

m
e

 e
m

p
lo

ye
e

s m
ay h

ave
 

a
 re

st b
re

ak sch
e

d
u

le
d

 w
ith

 th
e

 m
e

al p
e

rio
d

, m
akin

g
 th

e
 tim

e
 aw

ay fro
m

 

w
o

rk 4
5

 m
in

u
te

s. It is N
O

T
 n

e
ce

ssary fo
r classifi e

d
 sta

ff  to
 clo

ck o
u

t fo
r m

e
al 

o
r re

st b
re

ak
s.

• 
B

e
cau

se
 o

f m
e

al tim
e

s, sch
e

d
u

lin
g

 n
e

e
d

s, an
d

 re
sid

e
n

t e
atin

g
 p

atte
rn

s, m
e

als 

are
 p

ro
v

id
e

d
 fo

r classifi e
d

 d
in

in
g

 ce
n

te
r sta

ff . T
h

is u
su

ally in
clu

d
e

s tw
o

 m
e

als 

fo
r e

a
ch

 8
-h

o
u

r w
o

rk sh
ift. T

h
e

 n
u

m
b

e
r o

f m
e

als fo
r p

art-tim
e

 e
m

p
lo

ye
e

s w
ill 

v
ary d

e
p

e
n

d
in

g
 o

n
 h

o
u

rs w
o

rke
d

. Fo
r q

u
e

stio
n

s re
g

ard
in

g
 th

is p
o

lic
y, p

le
ase

 

ask yo
u

r u
n

it d
ire

c
to

r.



1
2 • 

Fo
o

d
 an

d
 b

e
ve

ra
g

e
s m

ay N
O

T
 b

e
 take

n
 o

u
t o

f th
e

 b
u

ild
in

g
. T

h
is in

clu
d

e
s 

fre
sh

 fru
it se

le
c

te
d

 as a
 d

e
sse

rt an
d

 stu
d

e
n

t re
sid

e
n

t’s “to
 g

o
” m

e
al o

p
tio

n
. 

If yo
u

 are
 takin

g
 yo

u
r re

st b
re

ak o
u

tsid
e

 o
f th

e
 b

u
ild

in
g

, yo
u

 m
ay b

rin
g

 a
 

b
e

ve
ra

g
e

 w
ith

 yo
u

. 

• 
E

m
p

lo
ye

e
 m

e
als sh

o
u

ld
 fo

llo
w

 th
e

 e
sta

b
lish

e
d

 p
o

rtio
n

in
g

 g
u

id
e

lin
e

s u
se

d
 

fo
r re

sid
e

n
t m

e
als. S

o
m

e
 m

e
n

u
 ite

m
s se

rv
e

d
 to

 re
sid

e
n

ts m
a

y
 n

o
t b

e
 

a
v

a
ila

b
le

 fo
r e

m
p

lo
y

e
e

 m
e

a
ls. E

m
p

lo
ye

e
s m

u
st se

le
c

t fro
m

 th
e

 fo
o

d
 

o
ff e

re
d

 o
n

 th
e

 ca
fe

te
ria

 lin
e

 an
d

 m
ay n

o
t re

se
rve

 fo
o

d
 fo

r th
e

ir m
e

als. P
le

ase
 

se
t a

 g
o

o
d

 e
xam

p
le

 fo
r stu

d
e

n
t e

m
p

lo
ye

e
s an

d
 re

sid
e

n
ts b

y takin
g

 o
n

ly 

w
h

at yo
u

 can
 e

at d
u

rin
g

 th
at m

e
al p

e
rio

d
 to

 m
in

im
ize

 fo
o

d
 w

aste
 an

d
 

co
n

tro
l fo

o
d

 co
st.

• 
A

 K
-State

 ID
 card

 is re
q

u
ire

d
 to

 e
at ca

fe
te

ria
 m

e
als an

d
 m

u
st b

e
 scan

n
e

d
 b

y 

th
e

 ch
e

cke
r p

rio
r to

 e
atin

g
.

• 
Fo

o
d

 sh
o

u
ld

 b
e

 co
n

su
m

e
d

 o
n

ly in
 th

e
 d

in
in

g
 ro

o
m

 d
u

rin
g

 d
e

sig
n

ate
d

 m
e

al 

b
re

aks. T
h

e
 e

xce
p

tio
n

s: fo
o

d
 taste

 te
stin

g
 is ap

p
ro

ve
d

 an
d

 e
xp

e
c

te
d

 as a 

q
u

ality assu
ran

ce
 m

e
asu

re
. S

e
ttin

g
 cu

p
s o

f b
e

ve
rag

e
 in

 th
e

 fo
o

d
 p

ro
d

u
c

tio
n

 

are
a to

 d
rin

k fro
m

 is n
o

t p
e

rm
itte

d
 an

d
 is a vio

latio
n

 o
f th

e
 fe

d
e

ral Fo
o

d
 C

o
d

e
. 

• 
D

in
in

g
 S

e
rv

ice
s sch

e
d

u
le

s tw
o

 m
ajo

r d
in

in
g

 e
ve

n
ts e

a
ch

 ye
ar: T

h
an

k
sg

iv
in

g
 

an
d

 D
e

ce
m

b
e

r H
o

lid
ay. E

a
ch

 e
m

p
lo

ye
e

 m
ay atte

n
d

 o
n

e
 o

f th
e

 e
ve

n
ts as 

a
 g

u
e

st o
f H

o
u

sin
g

 an
d

 D
in

in
g

 S
e

rv
ice

s. R
e

se
rv

atio
n

s m
u

st b
e

 m
a

d
e

 w
ith

 

th
e

 U
n

it S
e

cre
tary. T

icke
ts fo

r fam
ily m

e
m

b
e

rs m
ay b

e
 p

u
rch

ase
d

 w
h

e
n

 

re
se

rv
atio

n
s are

 m
a

d
e

.

V
isito

rs

• 
T

h
e

 d
in

in
g

 ce
n

te
rs are

 n
o

t p
u

b
lic b

u
ild

in
g

s. P
le

ase
 ask fam

ily m
e

m
b

e
rs o

r 

frie
n

d
s to

 ch
e

ck in
 at th

e
 d

in
in

g
 ce

n
te

r o
ffi  ce

 w
h

e
n

 th
e

y arrive
 in

 th
e

 fa
cility. 

If yo
u

 se
e

 so
m

e
o

n
e

 u
n

fam
iliar w

alkin
g

 th
ro

u
g

h
 th

e
 b

u
ild

in
g

, p
le

ase
 ask if yo

u
 

can
 h

e
lp

 th
e

m
.

• 
T

h
e

 d
in

in
g

 ce
n

te
rs are

 n
o

t p
u

b
lic ca

fe
te

rias. U
n

it D
ire

c
to

r ap
p

ro
v

al is 

n
e

ce
ssary b

e
fo

re
 e

m
p

lo
ye

e
s in

v
ite

 fam
ily m

e
m

b
e

rs o
r frie

n
d

s to
 e

at in
 a

 

d
in

in
g

 ce
n

te
r. R

e
g

u
lar cash

 g
u

e
st p

rice
s w

ill ap
p

ly. 

2
5

O
n

 T
h

e
 Jo

b
 O

rie
n

ta
tio

n

T
h

e
 fo

llo
w

in
g

 is a
 list o

f im
p

o
rtan

t sa
fe

ty ite
m

s w
h

ich
 w

ill b
e

 e
xp

lain
e

d
 d

u
rin

g
 

yo
u

r “o
n

-th
e

-jo
b

” o
rie

n
tatio

n
. A

sk yo
u

r su
p

e
rv

iso
r if yo

u
 h

ave
 q

u
e

stio
n

s a
b

o
u

t 

an
y o

f th
e

se
 ite

m
s. If th

e
re

 are
 o

th
e

r q
u

e
stio

n
s co

n
ce

rn
in

g
 sa

fe
ty, d

o
n

’t h
e

sitate
 

to
 ask.

• 
F

irst A
id

 K
it

• 
E

ye
 W

ash

• 
M

ate
rial S

a
fe

ty D
ata

 S
h

e
e

ts (M
SD

S
)

• 
To

rn
a

d
o

 P
ro

ce
d

u
re

s

• 
F

ire
 P

ro
ce

d
u

re
s

• 
U

se
 o

f F
ire

 E
x

tin
g

u
ish

e
rs

• 
B

u
ild

in
g

 e
v

a
cu

atio
n

 p
ro

ce
d

u
re

s

• 
C

P
R

 an
d

 B
lo

o
d

 P
ath

o
g

e
n

 Train
in

g

B
a

sic P
e

rso
n

a
l S

a
fe

ty
 K

n
o

w
le

d
g

e
 C

h
e

ck
 L

ist 

T
h

e
 d

in
in

g
 ce

n
te

rs w
o

rk h
ard

 to
 p

ro
te

c
t yo

u
. H

o
w

e
ve

r, th
e

 o
n

ly p
e

rso
n

 w
h

o
 

can
 ke

e
p

 yo
u

 sa
fe

, e
ve

ry d
ay, o

n
 th

e
 jo

b
 is yo

u
. M

ake
 th

e
se

 co
m

m
o

n
-se

n
se

 

ru
le

s p
art o

f yo
u

r jo
b

.

• 
Id

e
n

tify h
a

zard
s b

e
fo

re
 yo

u
 start a

 jo
b

, i.e
. sp

ills o
n

 th
e

 fl o
o

r, e
q

u
ip

m
e

n
t in

 

th
e

 w
ay.

• 
W

alk (d
o

 n
o

t ru
n

), in
 all th

e
 w

o
rk are

as.

• 
R

e
sp

e
c

t all p
re

cau
tio

n
s—

d
o

n
’t take

 ch
an

ce
s.

• 
K

n
o

w
 in

 a
d

v
an

ce
 w

h
at co

u
ld

 g
o

 w
ro

n
g

 an
d

 w
h

at yo
u

 w
ill d

o
 if it d

o
e

s.

• 
K

n
o

w
 th

e
 e

m
e

rg
e

n
c

y p
ro

ce
d

u
re

s fo
r yo

u
r are

a
. (F

ire
, to

rn
a

d
o

, e
tc.)

• 
K

n
o

w
 h

o
w

 to
 re

a
ch

 th
e

 n
e

are
st e

xit in
 yo

u
r w

o
rk are

a
, an

d
 o

th
e

r e
v

a
cu

atio
n

 

ro
u

te
s in

 are
as yo

u
 m

ay fre
q

u
e

n
t.

• 
K

n
o

w
 th

e
 lo

catio
n

 o
f fi re

 alarm
 p

u
ll-statio

n
s in

 yo
u

r w
o

rk are
a

.

• 
K

n
o

w
 w

h
e

re
 yo

u
r n

e
are

st se
ve

re
-w

e
ath

e
r sa

fe
 are

a
 is lo

cate
d

.

• 
K

n
o

w
 w

h
e

re
 yo

u
r d

e
sig

n
ate

d
 e

v
a

cu
atio

n
 are

a
 is lo

cate
d

.

• 
Tu

rn
 o

ff  an
d

 d
isco

n
n

e
c

t all e
q

u
ip

m
e

n
t b

e
fo

re
 d

isasse
m

b
lin

g
 o

r cle
an

in
g

.

• 
U

se
 o

n
ly th

e
 p

ro
p

e
r u

te
n

sils to
 h

o
ld

 o
r fe

e
d

 fo
o

d
 in

to
 slice

rs, m
ixe

rs, 

ch
o

p
p

e
rs o

r g
rin

d
e

rs.

• 
Le

arn
 b

asic fi rst aid
 p

ro
ce

d
u

re
s.

• 
K

n
o

w
 h

o
w

 an
d

 w
h

e
re

 to
 g

e
t h

e
lp

 an
d

 kn
o

w
 w

h
ich

 e
m

p
lo

ye
e

s are
 train

e
d

 in
 

C
P

R
.

• 
K

n
o

w
 w

h
at to

 d
o

 in
 case

 o
f b

lo
o

d
 sp

ills.



2
4

S
e

cu
rity

 

V
io

le
n

ce
 in

 th
e

 W
o

rk
p

la
ce

T
h

e
 sa

fe
ty an

d
 se

cu
rity o

f o
u

r e
m

p
lo

ye
e

s an
d

 cu
sto

m
e

rs is ve
ry im

p
o

rtan
t. 

T
h

re
ats, th

re
ate

n
in

g
 b

e
h

av
io

r, a
c

ts o
f v

io
le

n
ce

, o
r an

y re
late

d
 co

n
d

u
c

t w
h

ich
 

d
isru

p
ts an

o
th

e
r’s w

o
rk p

e
rfo

rm
an

ce
 o

r th
e

 U
n

ive
rsity

’s a
b

ility to
 e

xe
cu

te
 its 

m
issio

n
 w

ill n
o

t b
e

 to
le

rate
d

. A
n

y p
e

rso
n

 w
h

o
 m

ake
s th

re
ats, e

xh
ib

its th
re

ate
n

-

in
g

 b
e

h
av

io
r, o

r e
n

g
a

g
e

s in
 v

io
le

n
t a

c
ts o

n
 state

-o
w

n
e

d
 o

r le
ase

d
 p

ro
p

e
rty 

m
ay b

e
 re

m
o

ve
d

 fro
m

 th
e

 p
re

m
ise

s p
e

n
d

in
g

 th
e

 o
u

tco
m

e
 o

f an
 in

ve
stig

atio
n

. 

T
h

re
ats, th

re
ate

n
in

g
 b

e
h

av
io

r, o
r o

th
e

r a
c

ts o
f v

io
le

n
ce

 e
xe

cu
te

d
 o

ff  state
-

o
w

n
e

d
 o

r le
ase

d
 p

ro
p

e
rty b

u
t d

ire
c

te
d

 at state
 e

m
p

lo
ye

e
s o

r m
e

m
b

e
rs o

f th
e

 

p
u

b
lic w

h
ile

 co
n

d
u

c
tin

g
 o

ffi  cial u
n

ive
rsity b

u
sin

e
ss, is a

 v
io

latio
n

 o
f th

is p
o

lic
y. 

O
ff -site

 th
re

ats in
clu

d
e

 b
u

t are
 n

o
t lim

ite
d

 to
 th

re
ats m

a
d

e
 v

ia
 th

e
 te

le
p

h
o

n
e

, 

fa
x, e

le
c

tro
n

ic o
r co

n
ve

n
tio

n
al m

ail, o
r an

y o
th

e
r co

m
m

u
n

icatio
n

 m
e

d
iu

m
.

R
e

p
o

rt an
y th

re
ats o

r b
e

h
av

io
r yo

u
 w

itn
e

sse
d

, re
ce

ive
d

 o
r h

ave
 b

e
e

n
 to

ld
 an

-

o
th

e
r e

m
p

lo
ye

e
 w

itn
e

sse
d

 o
r re

ce
ive

d
 to

 yo
u

r su
p

e
rv

iso
r o

r u
n

it d
ire

c
to

r. 

R
e

m
e

m
b

e
r: It is ille

g
al to

 p
o

sse
ss u

n
au

th
o

rize
d

 fi re
arm

s w
h

ile
 o

n
 state

 p
ro

p
e

rty.

If yo
u

 se
e

 a
 p

e
rso

n
 w

ith
 a

 w
e

ap
o

n
 co

n
ta

c
t yo

u
r su

p
e

rv
iso

r, u
n

it d
ire

c
to

r an
d

/o
r 

cam
p

u
s p

o
lice

.

H
o

sta
g

e
 S

itu
a

tio
n

B
e

co
m

in
g

 a
 h

o
sta

g
e

 to
 an

 arm
e

d
 assailan

t is n
o

t a
 like

ly e
ve

n
t. H

o
w

e
ve

r, if yo
u

 

sh
o

u
ld

 b
e

 in
 a

 h
o

sta
g

e
 situ

atio
n

:

• 
O

b
e

y all co
m

m
an

d
s an

d
 in

stru
ctio

n
s o

f yo
u

r cap
to

rs. R
e

m
ain

 as calm
 as p

o
ssib

le
. 

• 
Tre

at all d
isp

laye
d

 w
e

ap
o

n
s as le

th
al o

b
je

cts! D
o

 n
o

t d
o

 an
y

th
in

g
 to

 je
o

p
ard

ize
 

yo
u

r safe
ty o

r th
e

 safe
ty o

f o
th

e
rs.

• 
D

o
 n

o
t co

m
p

lain
 to

, o
r co

n
fro

n
t cap

to
rs. A

vo
id

 d
ire

ct e
ye

 co
n

tact. 

• 
If yo

u
 are

 n
o

t b
e

in
g

 h
e

ld
 cap

tive, b
u

t are
 trap

p
e

d
 in

 th
e

 b
u

ild
in

g
 o

r w
o

rk are
a

 

an
d

 u
n

ab
le

 to
 g

e
t aw

ay; stay w
h

e
re

 yo
u

 are
 an

d
 h

id
e

. Lo
ck d

o
o

rs, if p
o

ssib
le

. 

A
tte

m
p

t to
 co

n
tact th

e
 p

o
lice

 to
 in

fo
rm

 th
e

m
 o

f th
e

 situ
atio

n
.

B
o

m
b

 T
h

re
a

ts

B
o

m
b

 th
re

ats m
ay b

e
 m

ad
e

 in
 a varie

ty o
f w

ays. T
h

e
 m

ajo
rity o

f th
re

ats are
 re

-

ce
ive

d
 th

ro
u

g
h

 p
h

o
n

e
 calls, b

u
t can

 b
e

 co
m

m
u

n
icate

d
 in

 w
ritin

g
 o

r b
y a re

co
rd

-

in
g

. Q
u

e
stio

n
s to

 ask a calle
r m

akin
g

 a b
o

m
b

 th
re

at are
 lo

cate
d

 n
e

ar th
e

 p
h

o
n

e
s. 

B
e

 aw
are

 o
f yo

u
r su

rro
u

n
d

in
g

s. C
o

u
ld

 yo
u

 id
e

n
tify p

ackag
e

s th
at d

o
 n

o
t b

e
lo

n
g

 

to
 yo

u
r w

o
rk are

a?

If yo
u

 se
e

 a su
sp

icio
u

s d
e

vice
 o

r p
ackag

e
, te

ll yo
u

r su
p

e
rv

iso
r im

m
e

d
iate

ly.

D
o

n
’t p

an
ic! T

h
e

 p
o

te
n

tial fo
r p

e
rso

n
al in

ju
ry an

d
 p

ro
p

e
rty d

am
ag

e
 is g

re
atly 

in
cre

ase
d

 in
 a p

an
ic situ

atio
n

, o
fte

n
 g

ivin
g

 th
e

 in
d

ivid
u

al m
akin

g
 th

e
 th

re
at th

e
 

ve
ry th

in
g

 th
e

y m
o

st d
e

sire
.

1
3

P
e

rso
n

n
e

l A
p

p
e

a
ra

n
ce

 a
n

d
 S

a
n

ita
tio

n
 S

ta
n

d
a

rd
s

H
e

a
lth

 a
n

d
 W

e
lln

e
ss

Yo
u

r h
e

alth
 an

d
 w

e
lln

e
ss is im

p
o

rtan
t fo

r th
e

 sa
fe

ty o
f re

sid
e

n
ts, g

u
e

sts, an
d

 

fe
llo

w
 w

o
rke

rs. D
ise

ase
 tran

sm
itte

d
 th

ro
u

g
h

 fo
o

d
 fre

q
u

e
n

tly o
rig

in
ate

s fro
m

 

an
 in

fe
c

te
d

 fo
o

d
 se

rv
ice

 e
m

p
lo

ye
e

 e
ve

n
 th

o
u

g
h

 th
e

 e
m

p
lo

ye
e

 sh
o

w
s little

 

o
u

tw
ard

 ap
p

e
aran

ce
 o

f b
e

in
g

 ill. A
 w

id
e

 ran
g

e
 o

f co
m

m
u

n
ica

b
le

 d
ise

ase
s an

d
 

in
fe

c
tio

n
s m

ay b
e

 tran
sm

itte
d

 b
y in

fe
c

te
d

 e
m

p
lo

ye
e

s th
ro

u
g

h
 th

e
 co

n
tam

in
a

-

tio
n

 o
f fo

o
d

 an
d

 th
ro

u
g

h
 care

le
ss fo

o
d

-h
an

d
lin

g
 p

ra
c

tice
s. 

It is th
e

 re
sp

o
n

sib
ility o

f b
o

th
 m

an
ag

e
m

e
n

t an
d

 staff  to
 se

e
 th

at n
o

 p
e

rso
n

 w
h

o
 is 

aff e
c

te
d

 w
ith

 an
y d

ise
ase

 th
at can

 b
e

 tran
sm

itte
d

 b
y fo

o
d

 sh
all w

o
rk in

 an
y are

a
 

o
f a fo

o
d

 se
rvice

 e
stab

lish
m

e
n

t w
h

e
re

 th
e

re
 is a p

o
ssib

ility o
f d

ise
ase

 tran
sm

issio
n

. 

To
 h

e
lp

 p
ro

v
id

e
 an

d
 m

ain
tain

 a
 sa

fe
 w

o
rk e

n
v

iro
n

m
e

n
t, th

e
 d

e
p

artm
e

n
t ask

s 

th
e

se
 p

ra
c

tice
s b

e
 fo

llo
w

e
d

:

• 
N

o
 p

e
rso

n
, w

h
ile

 in
fe

c
te

d
 w

ith
 a d

ise
ase

 in
 a co

m
m

u
n

icab
le

 fo
rm

 th
at can

 b
e

 

tran
sm

itte
d

 b
y fo

o
d

s o
r w

h
o

 is a carrie
r o

f o
rg

an
ism

s th
at cau

se
 su

ch
 a d

ise
ase

 

o
r w

h
ile

 affl  ic
te

d
 w

ith
 a b

o
il, an

d
 in

fe
c

te
d

 w
o

u
n

d
, o

r an
 acu

te
 re

sp
irato

ry 

in
fe

c
tio

n
, sh

all w
o

rk in
 a fo

o
d

 se
rv

ice
 e

stab
lish

m
e

n
t in

 an
y cap

acity in
 w

h
ich

 

th
e

re
 is a like

lih
o

o
d

 o
f su

ch
 p

e
rso

n
 co

n
tam

in
atin

g
 fo

o
d

 o
r fo

o
d

-co
n

tac
t 

su
rface

s w
ith

 p
ath

o
g

e
n

ic o
rg

an
ism

s o
r tran

sm
ittin

g
 d

ise
ase

 to
 o

th
e

r p
e

rso
n

s.

• 
Em

p
lo

ye
e

s sh
o

u
ld

 in
fo

rm
 th

e
ir su

p
e

rviso
r if th

e
y e

xh
ib

it sym
p

to
m

s th
at 

m
ig

h
t su

g
g

e
st in

fl u
e

n
za o

r an
o

th
e

r co
n

tag
io

u
s illn

e
ss o

r are
 in

fe
c

te
d

 w
ith

 

a co
m

m
u

n
icab

le
 d

ise
ase

 th
at can

 b
e

 tran
sm

itte
d

 th
ro

u
g

h
 fo

o
d

. Em
p

lo
ye

e
s 

p
re

se
n

tin
g

 co
n

tag
io

u
s o

r co
m

m
u

n
icab

le
 d

ise
ase

 sym
p

to
m

s sh
o

u
ld

 le
ave

 w
o

rk.

• 
E

m
p

lo
ye

e
s sh

o
u

ld
 n

o
t h

an
d

le
 fo

o
d

 w
h

e
n

 th
e

y h
ave

 an
 e

x
te

rn
al cu

t, scrap
e

, 

o
r o

p
e

n
 so

re
, u

n
le

ss th
e

 a
ff e

c
te

d
 p

art o
f th

e
 b

o
d

y can
 b

e
 sa

fe
ly co

ve
re

d
 b

y 

a
 d

u
ra

b
le

, m
o

istu
re

-p
ro

o
f b

arrie
r to

 iso
late

 it fro
m

 co
m

in
g

 in
to

 co
n

ta
c

t w
ith

 

fo
o

d
, u

te
n

sils, e
q

u
ip

m
e

n
t, o

r w
o

rk su
rfa

ce
s.

• 
If an

 e
m

p
lo

ye
e

 u
n

e
xp

e
c

te
d

ly b
e

co
m

e
s ill an

d
 can

n
o

t w
o

rk , a
 te

le
p

h
o

n
e

 call 

m
u

st b
e

 p
la

ce
d

 to
 th

e
 te

le
p

h
o

n
e

 n
u

m
b

e
r o

r p
e

rso
n

 sp
e

cifi e
d

 in
 e

a
ch

 d
in

in
g

 

ce
n

te
r. T

h
is call is e

xp
e

c
te

d
 a

 m
in

im
u

m
 o

f 3
0

 m
in

u
te

s b
e

fo
re

 th
e

 start o
f th

e
 

w
o

rk sh
ift. T

h
e

 a
d

v
an

ce
 n

o
tice

 o
f 3

0
 m

in
u

te
s is ap

p
re

ciate
d

 as a
d

v
an

ce
d

 

p
lan

n
in

g
 b

e
n

e
fi ts th

e
 e

n
tire

 te
am

. 

• 
E

m
p

lo
ye

e
s w

h
o

 u
se

 sick le
ave

 fo
r m

o
re

 th
an

 th
re

e
 (3) co

n
se

cu
tive

 w
o

rk d
ays 

w
ill b

e
 re

q
u

ire
d

 to
 su

b
m

it a d
o

c
to

r’s state
m

e
n

t u
p

o
n

 re
tu

rn
 to

 w
o

rk in
d

icatin
g

 

th
e

y h
ave

 se
e

n
 a d

o
c

to
r fo

r tre
atm

e
n

t o
f th

e
 illn

e
ss. A

 d
o

c
to

r’s state
m

e
n

t w
ill 

b
e

 re
q

u
ire

d
 b

e
fo

re
 re

tu
rn

in
g

 to
 w

o
rk afte

r an
y h

o
sp

italizatio
n

 o
r e

m
e

rg
e

n
c

y 

ro
o

m
 care

 w
h

e
th

e
r d

u
e

 to
 an

 accid
e

n
t o

n
-th

e
-jo

b
 o

r aw
ay fro

m
 th

e
 jo

b
. A

n
y 

w
o

rk lim
itatio

n
 sh

all b
e

 cle
arly state

d
 an

d
 w

ill b
e

 co
n

sid
e

re
d

 care
fu

lly b
e

fo
re

 

th
e

 e
m

p
lo

ye
e

 can
 re

tu
rn

 to
 w

o
rk. In

 so
m

e
 case

s e
m

p
lo

ye
e

s m
ay b

e
 aske

d
 to

 

p
ro

v
id

e
 a w

o
rk lim

itatio
n

 fo
rm

 fi lle
d

 o
u

t b
y th

e
ir p

e
rso

n
al p

h
ysician

.



1
4 P

e
rso

n
a

l C
le

a
n

lin
e

ss 

P
e

rso
n

al cle
an

lin
e

ss an
d

 n
e

atn
e

ss are
 n

e
ce

ssary to
 p

re
ve

n
t th

e
 co

n
tam

in
atio

n
 

o
f fo

o
d

 an
d

 fo
o

d
-co

n
ta

c
t su

rfa
ce

s, an
d

 th
e

 re
su

ltin
g

 p
o

te
n

tial tran
sm

issio
n

 

o
f fo

o
d

 b
o

rn
e

 illn
e

ss. It is e
sse

n
tial th

at e
m

p
lo

ye
e

s o
b

se
rve

 stric
t stan

d
ard

s o
f 

cle
an

lin
e

ss an
d

 p
ro

p
e

r h
yg

ie
n

e
 d

u
rin

g
 th

e
ir w

o
rkin

g
 p

e
rio

d
 an

d
 b

e
fo

re
 startin

g
 

w
o

rk o
r re

tu
rn

in
g

 to
 w

o
rk a

fte
r an

y in
te

rru
p

tio
n

 o
f th

e
ir fo

o
d

 se
rv

ice
 a

c
tiv

itie
s. 

E
a

ch
 e

m
p

lo
ye

e
 m

u
st m

ain
tain

 a
 h

ig
h

 d
e

g
re

e
 o

f p
e

rso
n

al cle
an

lin
e

ss an
d

 sh
all 

co
n

fo
rm

 to
 g

o
o

d
 h

yg
ie

n
ic p

ra
c

tice
s d

u
rin

g
 all w

o
rkin

g
 p

e
rio

d
s in

 th
e

 fo
o

d
 

se
rv

ice
 e

sta
b

lish
m

e
n

t.

To
 h

e
lp

 m
ain

tain
 a

cce
p

ta
b

le
 cle

an
lin

e
ss stan

d
ard

s, th
e

 d
e

p
artm

e
n

t ask
s th

e
se

 

p
ra

c
tice

s b
e

 fo
llo

w
e

d
:

• 
E

m
p

lo
ye

e
s sh

all th
o

ro
u

g
h

ly w
ash

 th
e

ir h
an

d
s an

d
 th

e
 e

xp
o

se
d

 p
o

rtio
n

s 

o
f th

e
ir arm

s th
at m

ay co
m

e
 in

 co
n

ta
c

t w
ith

 fo
o

d
 w

ith
 so

ap
 an

d
 w

arm
 

w
ate

r b
e

fo
re

 startin
g

 w
o

rk, d
u

rin
g

 w
o

rk as o
fte

n
 as is n

e
ce

ssary to
 ke

e
p

 

th
e

m
 cle

an
, an

d
 a

fte
r sm

o
kin

g
, e

atin
g

, d
rin

kin
g

, o
r u

sin
g

 th
e

 to
ile

t. H
an

d
s 

sh
o

u
ld

 b
e

 w
ash

e
d

 a
fte

r e
atin

g
, d

rin
kin

g
, u

sin
g

 to
b

a
cco

, co
u

g
h

in
g

, sn
e

e
zin

g
, 

to
u

ch
in

g
 th

e
 m

o
u

th
, n

o
se

 o
r h

air, u
sin

g
 th

e
 to

ile
t, h

an
d

lin
g

 raw
 m

e
at, 

p
o

u
ltry, o

r se
a

fo
o

d
, h

an
d

lin
g

 so
ile

d
 u

te
n

sils o
r e

q
u

ip
m

e
n

t, h
an

d
lin

g
 g

arb
a

g
e

, 

o
r d

o
in

g
 an

y o
th

e
r a

c
tiv

ity th
at co

u
ld

 co
n

tam
in

ate
 th

e
ir h

an
d

s an
d

/o
r arm

s.

• 
E

m
p

lo
ye

e
s sh

all ke
e

p
 th

e
ir fi n

g
e

rn
ails cle

an
, trim

m
e

d
, an

d
 n

ail p
o

lish
 fre

e
. 

A
rtifi cial n

ails are
 n

o
t p

e
rm

itte
d

.

• 
E

m
p

lo
ye

e
s sh

all w
e

ar a
 cle

an
 u

n
ifo

rm
 an

d
 a

d
h

e
re

 to
 th

e
 d

e
p

artm
e

n
t’s 

u
n

ifo
rm

 p
o

lic
y.

• 
E

m
p

lo
ye

e
s sh

all ke
e

p
 th

e
ir b

o
d

y cle
an

 an
d

 o
d

o
r-fre

e
 b

y b
ath

in
g

 o
n

 a
 re

g
u

lar 

b
asis. 

• 
M

e
n

 sh
all b

e
 cle

an
 sh

ave
n

. C
lo

se
ly trim

m
e

d
 m

u
sta

ch
e

s n
o

t e
x

te
n

d
in

g
 b

e
lo

w
 

th
e

 u
p

p
e

r lip
 an

d
 sid

e
b

u
rn

s n
o

t e
x

te
n

d
in

g
 b

e
lo

w
 th

e
 e

ar tip
 are

 a
cce

p
ta

b
le

. 

(E
xce

p
tio

n
s g

ran
te

d
 fo

r d
o

cu
m

e
n

te
d

 m
e

d
ical o

r re
lig

io
u

s re
aso

n
s.)

• 
E

m
p

lo
ye

e
s sh

all re
m

o
ve

 ap
ro

n
s p

rio
r to

 d
in

in
g

 o
r u

sin
g

 th
e

 re
st ro

o
m

.

2
3

In
cle

m
e

n
t W

e
a

th
e

r a
n

d
 U

n
iv

e
rsity

 C
lo

sin
g

B
e

cau
se

 sn
o

w
 an

d
 co

ld
 o

n
ly se

e
m

s to
 in

cre
ase

 stu
d

e
n

ts’ ap
p

e
tite

s, all d
in

in
g

 

ce
n

te
r e

m
p

lo
ye

e
s are

 e
xp

e
c

te
d

 to
 w

o
rk th

e
ir sch

e
d

u
le

d
 sh

ifts re
g

ard
le

ss o
f 

w
e

ath
e

r co
n

d
itio

n
s. It is re

co
g

n
ize

d
, h

o
w

e
ve

r, th
at se

ve
re

 w
e

ath
e

r co
n

d
itio

n
s 

m
ay p

re
ve

n
t e

m
p

lo
ye

e
s fro

m
 re

p
o

rtin
g

 to
 w

o
rk, cau

se
 so

m
e

 to
 re

p
o

rt late
, o

r 

re
q

u
ire

 th
o

se
 at w

o
rk to

 le
ave

 e
arlie

r th
an

 sch
e

d
u

le
d

. R
o

o
m

s m
ay b

e
 av

aila
b

le
 

in
 th

e
 re

sid
e

n
ce

 h
alls fo

r d
in

in
g

 ce
n

te
r e

m
p

lo
ye

e
s n

e
e

d
in

g
 o

ve
rn

ig
h

t a
cco

m
-

m
o

d
atio

n
s b

e
cau

se
 o

f d
e

ve
lo

p
in

g
 sn

o
w

 an
d

 ice
 co

n
d

itio
n

s th
at are

 m
akin

g
, o

r 

are
 fo

re
caste

d
 to

 m
ake

, trave
l h

a
zard

o
u

s. U
p

o
n

 re
q

u
e

st, yo
u

r u
n

it d
ire

c
to

r w
ill 

ch
e

ck fo
r ro

o
m

 av
aila

b
ility. 

O
n

 rare
 o

ccasio
n

s th
e

 U
n

ive
rsity P

re
sid

e
n

t m
ay an

n
o

u
n

ce
 a

 “D
e

claratio
n

 o
f 

In
cle

m
e

n
t W

e
ath

e
r” an

d
 clo

se
 th

e
 u

n
ive

rsity fo
r n

o
n

-e
sse

n
tial state

 e
m

p
lo

ye
e

s. 

A
ll d

in
in

g
 ce

n
te

r e
m

p
lo

ye
e

s are
 co

n
sid

e
re

d
 e

sse
n

tia
l w

h
e

n
 sch

o
o

l is in
 se

ssio
n

 

an
d

 m
e

als are
 sch

e
d

u
le

d
 to

 b
e

 se
rve

d
. D

u
rin

g
 stu

d
e

n
t h

o
lid

ay p
e

rio
d

s w
h

e
n

 

m
e

als are
 n

o
t b

e
in

g
 se

rve
d

, all d
in

in
g

 se
rv

ice
s e

m
p

lo
ye

e
s are

 co
n

sid
e

re
d

 n
o

n
-

e
sse

n
tial. T

h
e

 e
sse

n
tial an

d
 n

o
n

-e
sse

n
tial d

e
sig

n
atio

n
 also

 ap
p

lie
s w

h
e

n
 th

e
 

u
n

ive
rsity is clo

se
d

 b
y th

e
 U

n
ive

rsity P
re

sid
e

n
t fo

r re
aso

n
s o

th
e

r th
an

 in
cle

m
e

n
t 

w
e

ath
e

r.

E
m

p
lo

ye
e

s sh
o

u
ld

 liste
n

 to
 o

n
e

 o
f th

e
 lo

cal ra
d

io
 statio

n
s liste

d
 b

e
lo

w
 fo

r 

w
e

ath
e

r re
late

d
 state

m
e

n
ts m

a
d

e
 b

y th
e

 U
n

ive
rsity.

C
lo

sin
g

 th
e

 u
n

ive
rsity fo

r re
aso

n
s o

th
e

r th
an

 w
e

ath
e

r w
ill b

e
 p

o
ste

d
 o

n
 th

e
 

U
n

ive
rsity w

e
b

site
. h

ttp
://w

w
w

.k-sta
te.ed

u
/

W
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It is im
p

o
rtan

t th
at e

m
p

lo
ye

e
s co

n
ta

c
t th

e
ir w

o
rk su

p
e

rv
iso

r w
ith

 an
y w

e
ath

e
r 

re
late

d
 sch

e
d

u
le

 ch
an

g
e

s th
e

y m
ay n

e
e

d
 to

 m
ake

. T
h

e
 stan

d
ard

 call-in
 n

u
m

b
e

r 

to
 yo

u
r d

in
in

g
 lo

catio
n

 sh
o

u
ld

 b
e

 u
se

d
 d

u
rin

g
 th

e
 p

e
rio

d
 w

h
e

n
 m

e
als are

 b
e

-

in
g

 se
rve

d
. W

h
e

n
 w

o
rkin

g
 in

 H
o

u
sin

g
 M

ain
te

n
an

ce
 o

r D
in

in
g

 S
e

rv
ice

s d
u

rin
g

 

stu
d

e
n

t h
o

lid
ay p

e
rio

d
s w

h
e

n
 m

e
als are

 n
o

t b
e

in
g

 se
rve

d
, ask yo

u
r su

p
e

rv
iso

r 

fo
r th

e
 p

h
o

n
e

 n
u

m
b

e
r th

at sh
o

u
ld

 b
e

 u
se

d
.



2
2

E
m

e
rg

e
n

c
y

 P
ro

ce
d

u
re

s

F
ire

 P
ro

ce
d

u
re

s :

Yo
u

r su
p

e
rv

iso
r w

ill h
e

lp
 yo

u
 b

e
co

m
e

 fam
iliar w

ith
 fi re

 sa
fe

ty ru
le

s an
d

 w
ith

 th
e

 

lo
catio

n
 an

d
 u

se
 o

f fi re
 e

x
tin

g
u

ish
e

rs. Fo
llo

w
in

g
 are

 so
m

e
 fi re

 sa
fe

ty g
u

id
e

lin
e

s.

• 
D

O
 N

O
T

 p
u

t yo
u

rse
lf at risk, th

e
 m

o
st im

p
o

rtan
t fa

c
to

r is yo
u

r safe
ty! If 

p
o

ssib
le

, tu
rn

 o
ff  an

d
 u

n
p

lu
g

 e
q

u
ip

m
e

n
t. In

 case
 o

f an
 e

le
c

trical sh
o

rt, u
se

 a
 

w
o

o
d

e
n

 h
an

d
le

d
 b

ro
o

m
 to

 avo
id

 sh
o

ck. K
n

o
w

 h
o

w
 to

 e
xit th

e
 b

u
ild

in
g

 safe
ly.

• 
U

se
 w

ate
r o

n
ly o

n
 sm

all fi re
s like

 a p
o

t-h
o

ld
e

r, n
ap

kin
 o

r so
m

e
 sm

all o
b

je
c

ts. 

N
e

ve
r u

se
 w

ate
r o

n
 g

re
ase

 o
r e

le
c

trical fi re
s.

• 
If yo

u
 su

sp
e

c
t a fi re

, im
m

e
d

iate
ly co

n
tac

t th
e

 fi re
 d

e
p

artm
e

n
t an

d
 yo

u
r 

su
p

e
rv

iso
r. If yo

u
 se

e
 a fi re

, p
u

ll th
e

 fi re
 alarm

 an
d

 e
xit th

e
 b

u
ild

in
g

. C
all 9

-911
 

to
 re

p
o

rt a
 fi re

. 

• 
K

n
o

w
 w

h
e

re
 th

e
 d

e
sig

n
ate

d
 safe

 are
a is lo

cate
d

 fo
r yo

u
r b

u
ild

in
g

. O
n

ce
 th

e
 

fi re
 alarm

 so
u

n
d

s, all p
e

rso
n

n
e

l sh
o

u
ld

 le
ave

 th
e

 b
u

ild
in

g
 an

d
 co

n
tin

u
e

 to
 

th
e

ir d
e

sig
n

ate
d

 safe
 are

a
. A

cco
u

n
t fo

r all p
e

rso
n

n
e

l! O
n

ce
 yo

u
 are

 o
u

t, stay 

o
u

t!

• 
B

e
fo

re
 o

p
e

n
in

g
 a d

o
o

r, if yo
u

 su
sp

e
c

t a fi re
 in

 an
o

th
e

r p
art o

f th
e

 b
u

ild
in

g
, fe

e
l 

th
e

 in
sid

e
 o

f th
e

 d
o

o
r w

ith
 th

e
 p

alm
 o

n
 yo

u
r h

an
d

. If th
e

 d
o

o
r is h

o
t, d

o
 n

o
t 

o
p

e
n

! If sm
o

ke
 is p

o
u

rin
g

 in
to

 th
e

 ro
o

m
 fro

m
 u

n
d

e
r th

e
 d

o
o

r, stu
ff  av

ailab
le

 

clo
th

in
g

 in
to

 th
e

 crack. In
 sm

o
ke

, ke
e

p
 lo

w
! C

o
ve

r m
o

u
th

 an
d

 n
o

se
 w

ith
 a 

d
am

p
 clo

th
.

• 
K

n
o

w
 w

h
e

re
 th

e
 p

rim
ary an

d
 se

co
n

d
ary e

xits are
 fo

r are
as in

 th
e

 b
u

ild
in

g
 

yo
u

 w
o

rk. E
xit th

e
 b

u
ild

in
g

 th
ro

u
g

h
 e

ith
e

r th
e

 p
rim

ary o
r se

co
n

d
ary e

xits, 

w
h

ich
e

ve
r is clo

se
r to

 yo
u

. D
O

 N
O

T
 U

SE
 ELE

V
A

TO
R

S! W
h

e
n

 u
sin

g
 stairs, stay 

alo
n

g
 th

e
 o

u
tsid

e
 o

r w
all sid

e
 if yo

u
 n

e
e

d
 to

 p
ro

ce
e

d
 slo

w
ly. Fast traffi  c sh

o
u

ld
 

fo
llo

w
 th

e
 in

sid
e

 o
r rail sid

e
. A

ssist cu
sto

m
e

rs to
 e

xit th
e

 b
u

ild
in

g
. 

• 
N

O
T

E
: Te

m
p

o
rary in

ju
rie

s su
ch

 as b
ro

ke
n

 lim
b

s o
r co

n
d

itio
n

s su
ch

 as late
 te

rm
 

p
re

g
n

an
c

y, m
ay lim

it yo
u

r m
o

b
ility. If yo

u
 b

e
lie

ve
 yo

u
 m

ay h
ave

 d
iffi  cu

lty 

e
vacu

atin
g

 a b
u

ild
in

g
, talk to

 yo
u

r su
p

e
rv

iso
r.

T
o

rn
a

d
o

 P
ro

ce
d

u
re

s : 

• 
A

 th
re

e
 m

in
u

te
 so

u
n

d
in

g
 o

f th
e

 city sire
n

 p
lu

s sp
a

ce
d

 b
lasts o

f th
e

 U
n

ive
rsity 

w
h

istle
 m

e
an

s take
 co

ve
r.

• 
G

u
e

sts an
d

 e
m

p
lo

ye
e

s take
 co

ve
r o

n
 th

e
 lo

w
e

st le
ve

l o
f th

e
 b

u
ild

in
g

. Stay 

aw
ay fro

m
 w

in
d

o
w

s.

• 
A

vo
id

 ru
n

n
in

g
.

• 
T

h
e

 te
le

p
h

o
n

e
 is o

n
ly to

 b
e

 u
se

d
 fo

r e
m

e
rg

e
n

cie
s an

d
 fo

r se
n

d
in

g
 an

d
 

re
ce

iv
in

g
 in

stru
c

tio
n

s.

• 
W

ait fo
r th

e
 “A

ll C
le

ar” sig
n

al fro
m

 a
 su

p
e

rv
iso

r, m
an

a
g

e
r o

r d
ie

titian
 b

e
fo

re
 

re
tu

rn
in

g
 to

 th
e

 w
o

rk site
. T

h
e

 city d
o

e
s n

o
t so

u
n

d
 an

 “A
ll C

le
ar” sig

n
al.

1
5

P
e

rso
n

a
l A

p
p

e
a

ra
n

ce
 

B
e

cau
se

 ap
p

e
aran

ce
 is an

 im
p

o
rtan

t asp
e

c
t o

f p
u

b
lic re

latio
n

s an
d

 cu
sto

m
e

r 

se
rv

ice
, D

in
in

g
 S

e
rv

ice
s e

m
p

lo
ye

e
s are

 e
xp

e
c

te
d

 to
 sh

o
w

 p
rid

e
 in

 th
e

ir 

p
e

rso
n

al ap
p

e
aran

ce
. Fo

r sa
fe

ty an
d

 san
itatio

n
 re

aso
n

s, ap
p

ro
p

riate
n

e
ss an

d
 

cle
an

lin
e

ss o
f p

e
rso

n
al attire

 m
u

st alw
ays b

e
 co

n
sid

e
re

d
. 

To
 h

e
lp

 m
ain

tain
 a

cce
p

ta
b

le
 p

e
rso

n
al ap

p
e

aran
ce

 stan
d

ard
s, th

e
 d

e
p

artm
e

n
t 

ask
s th

e
se

 p
ra

c
tice

s b
e

 fo
llo

w
e

d
:

U
n

ifo
rm

 a
n

d
 Je

w
e

lry

• 
D

e
p

artm
e

n
t u

n
ifo

rm
 p

o
lice

s sh
o

u
ld

 b
e

 fo
llo

w
e

d
. U

n
ifo

rm
 re

q
u

ire
m

e
n

ts m
ay 

d
iff e

r b
e

tw
e

e
n

 fu
n

c
tio

n
al u

n
its. U

n
ifo

rm
 g

u
id

e
lin

e
s fo

r yo
u

r b
u

ild
in

g
 an

d
 

w
o

rk are
a

 are
 av

aila
b

le
 fro

m
 yo

u
r su

p
e

rv
iso

r.

• 
E

m
p

lo
ye

e
s sh

o
u

ld
 w

e
ar a

 cle
an

 u
n

ifo
rm

. T
im

e
 is allo

tte
d

 at th
e

 b
e

g
in

n
in

g
 

an
d

 e
n

d
 o

f e
a

ch
 sh

ift to
 ch

an
g

e
 u

n
ifo

rm
s. U

n
ifo

rm
s sh

o
u

ld
 b

e
 w

o
rn

 fo
r w

o
rk 

p
u

rp
o

se
s o

n
ly. 

• 
Lo

n
g

-sle
e

ve
 sh

irts/b
lo

u
se

s m
ay b

e
 w

o
rn

 u
n

d
e

r a
 u

n
ifo

rm
.

• 
A

p
ro

n
 p

o
cke

ts sh
o

u
ld

 n
o

t co
n

tain
 article

s th
at m

ay fall in
to

 fo
o

d
 o

r co
n

ve
y a

 

n
e

g
ative

 im
a

g
e

, i.e
. cig

are
tte

s, can
d

y.

• 
A

p
ro

n
s are

 re
q

u
ire

d
 fo

r m
o

st p
o

sitio
n

s. A
p

ro
n

s ap
p

ro
p

riate
 fo

r yo
u

r w
o

rk 

are
a

 w
ill b

e
 p

ro
v

id
e

d
. R

e
m

e
m

b
e

r to
 re

m
o

ve
 yo

u
r ap

ro
n

 p
rio

r to
 d

in
in

g
 o

r 

u
sin

g
 th

e
 re

stro
o

m
. 

• 
S

im
p

le
 b

an
d

s (rin
g

s) an
d

 sm
all p

ie
rce

d
 e

arrin
g

s are
 p

e
rm

itte
d

. E
la

b
o

rate
 

je
w

e
lry, d

an
g

lin
g

 e
arrin

g
s an

d
 b

ra
ce

le
ts are

 san
itatio

n
 an

d
 sa

fe
ty h

a
zard

s. 

N
e

ckla
ce

s, in
clu

d
in

g
 re

lig
io

u
s an

d
 m

e
d

ical p
e

n
d

an
ts, sh

o
u

ld
 b

e
 w

o
rn

 u
n

d
e

r 

clo
th

in
g

. L
arg

e
 b

ars o
r rin

g
s in

 fa
cial p

ie
rcin

g
s are

 n
o

t p
e

rm
itte

d
.

H
a

ir R
e

stra
in

t

• 
H

air re
strain

ts an
d

 fo
o

d
 se

rv
ice

 e
m

p
lo

ye
e

s clo
th

in
g

 p
lay im

p
o

rtan
t ro

le
s in

 

p
re

ve
n

tin
g

 fo
o

d
 an

d
 fo

o
d

 co
n

ta
c

t su
rfa

ce
 co

n
tam

in
atio

n
. B

e
cau

se
 o

f th
is, 

h
air sh

o
u

ld
 b

e
 re

strain
e

d
 to

 p
re

ve
n

t it to
u

ch
in

g
 o

r fallin
g

 in
to

 fo
o

d
. 

• 
H

air sh
o

u
ld

 b
e

 n
e

at an
d

 cle
an

. E
ff e

c
tive

 h
air re

strain
ts sh

o
u

ld
 b

e
 u

se
d

 to
 

p
re

ve
n

t th
e

 co
n

tam
in

atio
n

 o
f fo

o
d

 o
r fo

o
d

-co
n

ta
c

t su
rfa

ce
s. A

 h
airn

e
t, 

co
ve

rin
g

 all h
air, in

clu
d

in
g

 b
an

g
s is re

q
u

ire
d

 in
 all are

as. Fo
r lo

n
g

 h
air th

at 

can
n

o
t b

e
 n

e
atly co

n
tain

e
d

 b
y a

 h
airn

e
t, a

d
d

itio
n

al h
air re

strain
t te

ch
n

iq
u

e
s 

m
ay b

e
 re

q
u

ire
d

: p
o

n
y

tails, b
raid

s, o
r m

u
ltip

le
 b

an
d

s an
d

 b
arre

tte
s. 

• 
M

e
n

 sh
o

u
ld

 b
e

 cle
an

 sh
ave

n
. C

lo
se

ly-trim
m

e
d

 m
u

sta
ch

e
s, n

o
t e

x
te

n
d

in
g

 

b
e

lo
w

 th
e

 u
p

p
e

r lip
 an

d
 sid

e
b

u
rn

s n
o

t e
x

te
n

d
in

g
 b

e
lo

w
 th

e
 e

ar tip
 are

 

a
cce

p
ta

b
le

. (E
xce

p
tio

n
s are

 g
ran

te
d

 fo
r d

o
cu

m
e

n
te

d
 m

e
d

ical o
r re

lig
io

u
s 

re
aso

n
s).



1
6 F

o
o

t W
e

a
r

• 
A

cce
p

ta
b

le
 sh

o
e

s m
u

st co
ve

r th
e

 e
n

tire
 fo

o
t, h

ave
 clo

se
d

 to
e

s an
d

 clo
se

d
 

h
e

e
ls, n

o
n

skid
 so

le
s, an

d
 m

a
d

e
 o

f a
 m

ate
rial an

d
 co

n
stru

c
te

d
 in

 a
 w

ay th
at 

p
ro

v
id

e
s p

ro
te

c
tio

n
 a

g
ain

st h
o

t liq
u

id
s an

d
 d

ro
p

p
e

d
 o

b
je

c
ts. Lig

h
t can

v
as 

o
r so

ft ru
b

b
e

r sh
o

e
s are

 n
o

t a
cce

p
ta

b
le

. R
e

m
e

m
b

e
r to

 w
e

ar sh
o

e
s th

at are
 

co
m

fo
rta

b
le

 an
d

 p
ro

v
id

e
 a

d
e

q
u

ate
 fo

o
t su

p
p

o
rt.

E
m

p
lo

y
e

e
 W

o
rk

 P
ra

c
tice

s

T
h

e
 o

ve
rall cle

an
lin

e
ss an

d
 o

b
se

rv
atio

n
 o

f g
o

o
d

 h
yg

ie
n

ic p
ra

c
tice

s b
y an

 

e
m

p
lo

ye
e

 in
clu

d
e

 n
o

t o
n

ly th
e

 p
e

rso
n

al cle
an

lin
e

ss o
f th

e
 e

m
p

lo
ye

e
, b

u
t also

 

th
e

 w
ay h

e
/sh

e
 p

e
rfo

rm
s h

is/h
e

r ro
u

tin
e

 d
u

tie
s. T

h
is cre

ate
s a

 situ
atio

n
 w

h
e

re
 

b
o

th
 fa

c
to

rs are
 in

te
rd

e
p

e
n

d
e

n
t, sin

ce
 an

 u
n

cle
an

 e
m

p
lo

ye
e

 can
n

o
t h

an
d

le
 

fo
o

d
 in

 a
 san

itary fash
io

n
, an

d
, in

 a
 w

o
rk situ

atio
n

 an
y e

m
p

lo
ye

e
 so

o
n

 a
ccu

m
u

-

late
s e

xce
ssive

 so
il if p

ro
p

e
r san

itary p
ro

ce
d

u
re

s are
 n

o
t o

b
se

rve
d

. S
m

o
kin

g
 o

r 

e
atin

g
 b

y e
m

p
lo

ye
e

s an
y

w
h

e
re

 b
u

t in
 d

e
sig

n
ate

d
 are

as is p
ro

h
ib

ite
d

 b
e

cau
se

 

o
f th

e
 p

ro
b

a
b

ility o
f co

n
tam

in
atio

n
 o

f fo
o

d
 an

d
 fo

o
d

-co
n

ta
c

t su
rfa

ce
s b

y th
e

 

e
m

p
lo

ye
e

s as a
 re

su
lt o

f th
e

se
 a

c
tiv

itie
s.

N
o

n
-san

itary an
d

 u
n

sig
h

tly p
e

rso
n

al p
ra

c
tice

s su
ch

 as scratch
in

g
 th

e
 h

e
a

d
, 

p
la

cin
g

 th
e

 fi n
g

e
rs in

 o
r a

b
o

u
t th

e
 m

o
u

th
 o

r n
o

se
, o

r in
d

iscrim
in

ate
 an

d
 u

n
co

v
-

e
re

d
 sn

e
e

zin
g

 o
r co

u
g

h
in

g
 m

ay n
o

t o
n

ly re
su

lt in
 co

n
tam

in
atio

n
 o

f th
e

 fo
o

d
, 

b
u

t m
ay a

d
ve

rse
ly a

ff e
c

t co
n

su
m

e
r co

n
fi d

e
n

ce
 in

 th
e

 e
sta

b
lish

m
e

n
t. C

are
le

ss 

h
an

d
lin

g
 o

f, an
d

 u
n

n
e

ce
ssary co

n
ta

c
t w

ith
, th

e
 so

ile
d

 su
rfa

ce
s o

f ta
b

le
w

are
 

o
r lin

e
n

s sh
o

u
ld

 b
e

 avo
id

e
d

 b
e

cau
se

 it u
n

n
e

ce
ssarily e

xp
o

se
s e

m
p

lo
ye

e
s 

to
 h

e
alth

 h
a

zard
s an

d
 in

cre
ase

s th
e

 p
o

ssib
ility o

f d
ise

ase
 tran

sm
issio

n
 to

 

co
n

su
m

e
rs.

T
h

e
 d

e
p

artm
e

n
t ask

s th
e

se
 w

o
rk p

ra
c

tice
s b

e
 fo

llo
w

e
d

:

• 
E

m
p

lo
ye

e
s sh

all co
n

su
m

e
 fo

o
d

 an
d

 b
e

ve
ra

g
e

s o
n

ly in
 d

e
sig

n
ate

d
 d

in
in

g
 

are
as. A

n
 e

m
p

lo
ye

e
 d

in
in

g
 are

a
 sh

all n
o

t b
e

 so
 d

e
sig

n
ate

d
 if co

n
su

m
in

g
 fo

o
d

 

th
e

re
 m

ay re
su

lt in
 co

n
tam

in
atio

n
 o

f o
th

e
r fo

o
d

, e
q

u
ip

m
e

n
t, u

te
n

sils, o
r o

th
e

r 

ite
m

s n
e

e
d

in
g

 p
ro

te
c

tio
n

.

• 
E

m
p

lo
ye

e
s sh

all n
o

t u
se

 to
b

a
cco

 in
 an

y fo
rm

 w
h

ile
 e

n
g

a
g

e
d

 in
 fo

o
d

 

p
re

p
aratio

n
 o

r se
rv

ice
, n

o
r w

h
ile

 in
 are

as u
se

d
 fo

r e
q

u
ip

m
e

n
t o

r u
te

n
sil 

w
ash

in
g

 o
r fo

r fo
o

d
 p

re
p

aratio
n

. E
m

p
lo

ye
e

s sh
all u

se
 to

b
a

cco
 o

n
ly in

 

o
u

td
o

o
r d

e
sig

n
ate

d
 are

as.

• 
E

m
p

lo
ye

e
s sh

all h
an

d
le

 so
ile

d
 ta

b
le

w
are

 in
 a

 w
ay th

at m
in

im
ize

s 

co
n

tam
in

atio
n

 o
f th

e
ir h

an
d

s.

• 
E

m
p

lo
ye

e
s sh

all re
m

o
ve

 ap
ro

n
s p

rio
r to

 d
in

in
g

 o
r u

sin
g

 th
e

 re
st ro

o
m

.

2
1

P
ro

p
e

r L
iftin

g
 P

ro
ce

d
u

re
s 

It is ve
ry im

p
o

rtan
t th

at yo
u

 u
se

 p
ro

p
e

r liftin
g

 te
ch

n
iq

u
e

s to
 p

re
ve

n
t b

a
ck in

ju
ry 

an
d

 fatig
u

e
. T

h
e

re
fo

re
, it is im

p
o

rtan
t to

 fo
llo

w
 p

ro
p

e
r liftin

g
 p

ro
ce

d
u

re
s as 

sp
rain

s an
d

 strain
s a

cco
u

n
t fo

r 3
0

%
 o

f fo
o

d
 se

rv
ice

 in
ju

rie
s. H

e
lp

fu
l su

g
g

e
stio

n
s 

to
 re

d
u

ce
 liftin

g
 in

ju
rie

s fo
llo

w
.

• 
N

e
ve

r lift a
 h

e
av

y o
b

je
c

t alo
n

e
. A

sk fo
r assistan

ce
 o

r d
iv

id
e

 th
e

 lo
a

d
.

• 
N

e
ve

r carry an
 o

b
je

c
t th

at w
ill o

b
stru

c
t yo

u
r v

ie
w

. A
lw

ays d
iv

id
e

 th
e

 w
e

ig
h

t 

b
e

tw
e

e
n

 tw
o

 h
an

d
s.

• 
C

h
e

ck th
e

 co
n

d
itio

n
 o

f th
e

 fl o
o

r to
 m

ake
 su

re
 it is d

ry an
d

 cle
an

. If n
e

ce
ssary, 

cle
an

 o
r m

o
p

 b
e

fo
re

 b
e

g
in

n
in

g
 th

e
 task.

• 
U

se
 yo

u
r le

g
s fo

r liftin
g

 as m
u

ch
 as p

o
ssib

le
. K

n
e

e
l o

r sq
u

at an
d

 alw
ays b

e
n

d
 

at th
e

 kn
e

e
s to

 lift lo
a

d
, n

e
ve

r at th
e

 b
a

ck!

• 
Stan

d
 fa

cin
g

 th
e

 lo
a

d
, fe

e
t sp

re
a

d
 n

atu
rally ap

art. Lift slo
w

ly u
sin

g
 le

g
 an

d
 

arm
 m

u
scle

s, ke
e

p
 lo

a
d

 clo
se

 to
 th

e
 b

o
d

y to
 take

 th
e

 lo
a

d
 o

ff  yo
u

r b
a

ck an
d

 

o
th

e
r w

e
ake

r m
u

scle
s. 

• 
To

 m
ain

tain
 alig

n
m

e
n

t an
d

 b
alan

ce
, arch

 th
e

 lo
w

e
r b

a
ck in

, stick yo
u

r ch
e

st 

o
u

t an
d

 tig
h

te
n

 yo
u

r sto
m

a
ch

 m
u

scle
s.

• 
A

vo
id

 tw
istin

g
 w

h
ile

 liftin
g

, in
ste

a
d

 p
ivo

t yo
u

r fe
e

t if yo
u

 n
e

e
d

 to
 tu

rn
.

• 
D

e
ve

lo
p

 a
 rh

y
th

m
 an

d
 g

o
 w

ith
 th

e
 m

o
ve

m
e

n
t o

f th
e

 task at h
an

d
. A

n
 

e
co

n
o

m
y o

f m
o

tio
n

 e
lim

in
ate

s u
n

n
e

ce
ssary w

aste
 o

f tim
e

 an
d

 e
n

e
rg

y.

• 
To

 se
t th

e
 lo

a
d

 d
o

w
n

, b
e

n
d

 at kn
e

e
s an

d
 g

o
 d

o
w

n
 sm

o
o

th
ly, re

ve
rsin

g
 th

e
 

ste
p

s o
f liftin

g
.



2
0 D

o
n

’t g
e

t b
u

rn
e

d
—

T
o

 P
re

v
e

n
t B

u
rn

s :

• 
U

se
 d

ry p
o

t h
o

ld
e

rs an
d

 arm
 g

u
ard

s w
h

e
n

 n
e

e
d

e
d

.

• 
B

e
 aw

are
 o

f w
h

e
re

 h
o

t e
q

u
ip

m
e

n
t is lo

cate
d

.

• 
M

ake
 su

re
 th

at ste
am

 e
q

u
ip

m
e

n
t is sh

u
t o

ff  b
e

fo
re

 o
p

e
n

in
g

 d
o

o
r an

d
 allo

w
 

fo
r ste

am
 to

 d
issip

ate
 b

e
fo

re
 re

a
ch

in
g

 in
sid

e
.

• 
O

p
e

n
 lid

s an
d

 re
m

o
ve

 fo
il fro

m
 p

an
s aw

ay fro
m

 yo
u

.

• 
U

se
 p

re
cau

tio
n

 at all tim
e

s. T
h

in
k S

a
fe

ty.

W
h

a
t to

 d
o

 fo
r b

u
rn

s?

W
h

e
n

 a
 b

u
rn

 o
ccu

rs, g
re

ase
s, o

in
tm

e
n

ts o
r o

ve
r-th

e
-co

u
n

te
r re

m
e

d
ie

s 

sh
o

u
ld

 N
O

T
 b

e
 ap

p
lie

d
 w

ith
o

u
t a

 p
h

ysician
’s a

d
v

ice
. U

su
ally th

e
se

 cre
am

s 

h
ave

 to
 b

e
 re

m
o

ve
d

 b
e

fo
re

 m
e

d
ical e

v
alu

atio
n

 an
d

 p
ro

p
e

r tre
atm

e
n

t can
 b

e
 

a
cco

m
p

lish
e

d
, o

fte
n

 in
cre

asin
g

 th
e

 p
atie

n
t’s p

ain
. A

p
p

ly co
o

l w
ate

r to
 th

e
 b

u
rn

 

in
ste

a
d

. Im
m

e
rse

 th
e

 are
a

 in
 co

o
l w

ate
r fo

r 10
 m

in
u

te
s (m

ay b
e

 re
p

e
ate

d
 as 

n
e

e
d

e
d

) o
r ap

p
ly co

ld
 m

o
ist to

w
e

ls. D
o

 n
o

t ap
p

ly ice
 to

 th
e

 skin
 as th

is co
u

ld
 

d
a

m
a

g
e

 th
e

 tissu
e

.

P
u

sh
in

g
 C

a
rts 

M
o

v
in

g
 e

q
u

ip
m

e
n

t im
p

ro
p

e
rly m

ay cau
se

 a
ccid

e
n

ts, e
n

d
an

g
e

rin
g

 b
o

th
 yo

u
 

an
d

 th
e

 e
q

u
ip

m
e

n
t. P

u
llin

g
 e

q
u

ip
m

e
n

t co
u

ld
 cau

se
 g

re
at b

a
ck strain

. M
ake

 

su
re

 th
at w

h
ile

 m
o

v
in

g
 e

q
u

ip
m

e
n

t yo
u

 p
u

sh
 it. U

se
 arm

 an
d

 le
g

 m
u

scle
s, n

e
ve

r 

yo
u

r b
a

ck to
 p

u
sh

 o
r p

u
ll so

m
e

th
in

g
. B

e
 aw

are
 o

f th
e

 p
ro

p
e

r d
ire

c
tio

n
 ce

rtain
 

e
q

u
ip

m
e

n
t sh

o
u

ld
 b

e
 p

u
sh

e
d

. Fo
r e

xam
p

le
: p

u
sh

 lo
w

e
rato

rs e
n

d
 to

 e
n

d
, n

e
ve

r 

sid
e

w
ays. A

sk yo
u

r su
p

e
rv

iso
r fo

r co
rre

c
t p

u
sh

in
g

 p
ro

ce
d

u
re

s.

S
p

ills 

C
le

an
in

g
 u

p
 sp

ills is ve
ry im

p
o

rtan
t in

 p
re

ve
n

tin
g

 a
ccid

e
n

ts. In
ste

a
d

 o
f “W

h
at 

to
 d

o
 w

h
e

n
 yo

u
 h

ave
 falle

n
 an

d
 b

ro
ke

n
 yo

u
r n

e
ck?”, take

 a
c

tio
n

 an
d

 p
re

ve
n

t 

th
e

 a
ccid

e
n

t b
e

fo
re

 it h
ap

p
e

n
s. H

e
lp

 co
-w

o
rke

rs ke
e

p
 th

e
 are

a
 sa

fe
—

if a
 sp

ill is 

sig
h

te
d

, p
re

ve
n

t an
 a

ccid
e

n
t an

d
 m

o
p

 it u
p

! W
h

e
n

 m
o

p
p

in
g

 fl o
o

rs fo
r cle

an
in

g
, 

alw
ays m

ark w
ith

 w
e

t fl o
o

r sig
n

s to
 p

re
ve

n
t falls.

1
7

P
e

rso
n

a
l S

a
fe

ty
 a

n
d

 W
o

rk
e

rs’ C
o

m
p

e
n

sa
tio

n

A
s an

 e
m

p
lo

ye
e

, yo
u

 sh
are

 th
e

 re
sp

o
n

sib
ility fo

r th
e

 sa
fe

ty o
f re

sid
e

n
ts, g

u
e

sts, 

fe
llo

w
 w

o
rke

rs an
d

 yo
u

rse
lf. U

n
fo

rtu
n

ate
ly, n

o
t all a

ccid
e

n
ts can

 b
e

 avo
id

e
d

. 

T
h

e
 fo

llo
w

in
g

 is in
fo

rm
atio

n
 d

e
alin

g
 w

ith
 m

e
d

ical p
ro

ce
d

u
re

s, p
e

rso
n

al sa
fe

ty 

an
d

 w
o

rke
r’s co

m
p

e
n

satio
n

. A
s an

 e
m

p
lo

ye
e

, yo
u

 sh
are

 th
e

 re
sp

o
n

sib
ility fo

r 

th
e

 sa
fe

ty o
f re

sid
e

n
ts, g

u
e

sts, fe
llo

w
 w

o
rke

rs an
d

 yo
u

rse
lf. U

n
fo

rtu
n

ate
ly, n

o
t 

all a
ccid

e
n

ts can
 b

e
 avo

id
e

d
. T

h
e

 fo
llo

w
in

g
 is in

fo
rm

atio
n

 d
e

alin
g

 w
ith

 m
e

d
ical 

p
ro

ce
d

u
re

s, p
e

rso
n

al sa
fe

ty an
d

 w
o

rke
r’s co

m
p

e
n

satio
n

.

E
m

e
rg

e
n

c
y

 M
e

d
ic

a
l In

fo
rm

a
tio

n
 C

a
rd

s 

A
n

 E
m

e
rg

e
n

c
y M

e
d

ical In
fo

rm
atio

n
 C

ard
 sh

o
u

ld
 b

e
 co

m
p

le
te

d
 b

y e
a

ch
 e

m
-

p
lo

ye
e

. T
h

is card
 su

p
p

lie
s th

e
 d

in
in

g
 ce

n
te

r w
ith

 in
fo

rm
atio

n
 n

e
e

d
e

d
 in

 case
 o

f 

an
 a

ccid
e

n
t. A

 ch
an

g
e

 o
f d

o
c

to
r, p

h
o

n
e

 n
u

m
b

e
r o

r a
d

d
re

ss w
ill re

q
u

ire
 yo

u
 to

 

u
p

d
ate

 th
e

 E
m

e
rg

e
n

c
y M

e
d

ical C
ard

. T
h

e
 u

n
it se

cre
tary w

ill p
ro

v
id

e
 yo

u
 w

ith
 a

 

n
e

w
 fo

rm
—

p
le

ase
 ask fo

r o
n

e
 w

h
e

n
 ch

an
g

e
s are

 n
e

e
d

e
d

.

A
cc

id
e

n
t R

e
p

o
rts a

n
d

 W
o

rk
e

rs’ C
o

m
p

e
n

sa
tio

n
 

W
o

rke
rs’ C

o
m

p
e

n
satio

n
 is co

m
p

e
n

satio
n

 p
ro

v
id

e
d

 b
y an

 e
m

p
lo

ye
r fo

r an
 

in
ju

ry cau
se

d
 b

y an
 a

ccid
e

n
t arisin

g
 o

u
t o

f an
d

 in
 th

e
 co

u
rse

 o
f e

m
p

lo
ym

e
n

t. 

E
m

p
lo

ye
e

s w
h

o
 su

stain
 co

m
p

e
n

sa
b

le
 in

ju
rie

s fro
m

 an
 a

ccid
e

n
t, in

ju
ry, o

r o
c-

cu
p

atio
n

al d
ise

ase
 m

ay b
e

 e
n

title
d

 to
 re

aso
n

a
b

le
 an

d
 n

e
ce

ssary m
e

d
ical tre

at-

m
e

n
t e

xp
e

n
se

s; d
isa

b
ility co

m
p

e
n

satio
n

 to
 re

p
la

ce
 p

art o
f th

e
 w

a
g

e
s lo

st d
u

e
 

to
 a

 d
isa

b
ility. If yo

u
 h

ave
 an

y q
u

e
stio

n
s co

n
ce

rn
in

g
 W

o
rke

rs’ C
o

m
p

e
n

satio
n

, 

co
n

ta
c

t th
e

 u
n

it se
cre

tary o
r P

e
rso

n
n

e
l/P

ayro
ll, 7

8
5

-5
32

-76
5

8
.

W
h

a
t if I h

a
v

e
 a

n
 a

ccid
e

n
t a

t w
o

rk
? 

• 
C

all 911
 fo

r an
y LIFE

 T
H

R
E

A
T

EN
IN

G
 in

ju
ry o

r re
p

o
rt d

ire
c

tly to
 th

e
 Em

e
rg

e
n

c
y 

R
o

o
m

 at M
e

rc
y R

e
g

io
n

al H
e

alth
 C

e
n

te
r lo

cate
d

 at 18
2

3
 C

o
lle

g
e

 A
ve

n
u

e
.

• 
N

o
n

-life
 th

re
ate

n
in

g
 in

ju
rie

s are
 tre

ate
d

 at M
e

rc
y W

e
st O

ccu
p

atio
n

al H
e

alth
 

S
e

rvice
s, 315

 S
e

th
 C

h
ild

 R
o

ad
 (n

o
rth

 o
f H

o
m

e
 D

e
p

o
t) fro

m
 8

 a.m
.–

5
 p

.m
. M

e
rc

y 

W
e

st’s 24
 h

o
u

r O
ccu

p
atio

n
al H

e
alth

 H
o

t Lin
e

 is 7
8

5
-32

3
-6

0
0

0
 o

r to
ll-fre

e
 at 8

6
6

-

32
3

-6
0

03
. T

h
e

 24
 h

o
u

r H
o

t Lin
e

 is e
sp

e
cially h

e
lp

fu
l fo

r n
o

n
-life

 th
re

ate
n

in
g

 

situ
atio

n
s th

at o
ccu

r afte
r 5:0

0
 p

.m
. o

r o
n

 w
e

e
k-e

n
d

s.

• 
A

ll accid
e

n
ts m

u
st b

e
 re

p
o

rte
d

 to
 yo

u
r su

p
e

rviso
r as so

o
n

 as p
o

ssib
le

 so
 th

at 

th
e

 accid
e

n
t m

ay b
e

 in
ve

stig
ate

d
 to

 p
re

ve
n

t re
cu

rre
n

ce
. H

o
w

e
ve

r, th
e

 m
o

st 

im
p

o
rtan

t p
u

rp
o

se
 o

f p
ro

m
p

t re
p

o
rtin

g
 is to

 allo
w

 yo
u

 to
 re

ce
ive

 tim
e

ly 

m
e

d
ical care

 an
d

/o
r o

th
e

r b
e

n
e

fi ts an
 in

ju
re

d
 e

m
p

lo
ye

e
 m

ay b
e

 e
n

title
d

 to
. 

Failu
re

 to
 re

p
o

rt an
 in

ju
ry in

 a tim
e

ly m
an

n
e

r m
ay je

o
p

ard
ize

 b
e

n
e

fi ts.

• 
A

 w
ritte

n
 accid

e
n

t re
p

o
rt an

d
 fo

llo
w

-u
p

 m
u

st b
e

 co
m

p
le

te
d

 b
y yo

u
 an

d
 yo

u
r 

su
p

e
rviso

r an
d

 su
b

m
itte

d
, b

y yo
u

r su
p

e
rviso

r, to
 th

e
 u

n
it se

cre
tary w

ith
in

 24
 

h
o

u
rs o

f th
e

 accid
e

n
t. It is ve

ry im
p

o
rtan

t th
at th

e
se

 re
p

o
rts are

 sp
e

cifi c an
d

 

co
m

p
le

te
. Failu

re
 to

 re
p

o
rt an

 accid
e

n
t co

u
ld

 je
o

p
ard

ize
 a claim

 fo
r b

e
n

e
fi ts, 

so
 re

p
o

rt an
y an

d
 all accid

e
n

ts to
 yo

u
r su

p
e

rviso
r re

g
ard

le
ss o

f th
e

ir se
ve

rity. 

C
o

m
p

le
tin

g
 an

 accid
e

n
t re

p
o

rt fo
rm

 d
o

e
s n

o
t m

e
an

 an
 e

m
p

lo
ye

e
 h

as b
e

e
n

 



1
8

ap
p

ro
ve

d
 fo

r w
o

rke
rs’ co

m
p

e
n

satio
n

 b
e

n
e

fi ts. It is im
p

o
rtan

t th
at yo

u
 ch

e
ck 

w
ith

 th
e

 d
in

in
g

 ce
n

te
r o

ffi  ce
 se

cre
tary, to

 m
ake

 su
re

 th
at th

e
 re

p
o

rt w
as 

p
ro

p
e

rly p
ro

ce
sse

d
.

M
e

d
ic

a
l T

re
a

tm
e

n
t? 

Yo
u

 are
 e

n
title

d
 to

 all re
aso

n
a

b
le

 m
e

d
ical tre

atm
e

n
t th

at m
ay b

e
 n

e
e

d
e

d
 to

 

cu
re

 o
r re

lie
ve

 th
e

 e
ff e

c
ts o

f an
 in

ju
ry. U

n
d

e
r th

e
 law

, th
e

 e
m

p
lo

ye
r h

as th
e

 

rig
h

t to
 ch

o
o

se
 th

e
 tre

atin
g

 p
h

ysician
. T

h
e

 State
 o

f K
an

sas h
as co

n
tra

c
te

d
 w

ith
 

M
e

rc
y W

e
st O

ccu
p

atio
n

al H
e

alth
 S

e
rv

ice
s, 315

 S
e

th
 C

h
ild

 R
d

. (lo
cate

d
 b

e
tw

e
e

n
 

th
e

 m
o

v
ie

 th
e

atre
 an

d
 H

o
m

e
 D

e
p

o
t.) If yo

u
 fi rst re

ce
ive

 m
e

d
ical care

 fro
m

 

a
 p

ro
v

id
e

r n
o

t ap
p

ro
ve

d
 b

y th
e

 State
, yo

u
 m

ay re
ce

ive
 u

n
au

th
o

rize
d

 m
e

d
i-

cal p
aym

e
n

ts lim
ite

d
 to

 $5
0

0
. S

e
e

kin
g

 m
e

d
ical tre

atm
e

n
t d

o
e

s au
to

m
atically 

m
e

an
 a

 claim
 w

ill b
e

 ap
p

ro
ve

d
. Fo

r in
fo

rm
atio

n
, co

n
ta

c
t yo

u
r u

n
it se

cre
tary o

r 

P
e

rso
n

n
e

l/P
ayro

ll, 7
8

5
-5

32
-76

5
8

. 

W
h

a
t sh

o
u

ld
 I d

o
 fo

llo
w

in
g

 m
e

d
ic

a
l tre

a
tm

e
n

t?

If yo
u

 re
ce

ive
 m

e
d

ical tre
atm

e
n

t fo
r an

 o
n

 th
e

 jo
b

 in
ju

ry, yo
u

 sh
o

u
ld

 re
ce

ive
 a

 

su
m

m
ary an

d
 in

stru
c

tio
n

s sh
e

e
t. T

h
is w

ill o
u

tlin
e

 an
y w

o
rk o

r a
c

tiv
ity re

stric-

tio
n

s. Yo
u

 sh
o

u
ld

 im
m

e
d

iate
ly sh

are
 th

is in
fo

rm
atio

n
 w

ith
 yo

u
r su

p
e

rv
iso

r. A
 

d
e

te
rm

in
atio

n
 w

ill th
e

n
 b

e
 m

a
d

e
 if an

y re
stric

tio
n

s can
 b

e
 a

cco
m

m
o

d
ate

d
 

an
d

 yo
u

 can
 re

tu
rn

 to
 w

o
rk. It is im

p
o

rtan
t yo

u
 co

m
m

u
n

icate
 ch

an
g

e
s in

 an
y 

re
stric

tio
n

s to
 yo

u
r su

p
e

rv
iso

r.

S
a

fe
ty

C
h

e
m

ic
a

ls a
n

d
 B

lo
o

d
b

o
rn

e
 P

a
th

o
g

e
n

s 

T
h

e
 D

e
p

artm
e

n
t o

f H
o

u
sin

g
 an

d
 D

in
in

g
 S

e
rv

ice
s w

o
rk

s h
ard

 to
 p

ro
te

c
t yo

u
 

a
g

ain
st th

e
 d

an
g

e
rs o

f h
a

zard
o

u
s ch

e
m

icals. S
a

fe
ty train

in
g

, e
n

g
in

e
e

rin
g

 

co
n

tro
ls an

d
 re

co
rd

 ke
e

p
in

g
 are

 ju
st a

 fe
w

 o
f th

e
 th

in
g

s b
e

in
g

 d
o

n
e

 to
 ke

e
p

 

yo
u

 sa
fe

. T
h

e
 d

e
p

artm
e

n
t also

 b
e

lie
ve

s stro
n

g
ly in

 “T
h

e
 O

ccu
p

atio
n

al S
a

fe
ty 

an
d

 H
e

alth
 A

d
m

in
istratio

n
’s H

a
zard

 an
d

 C
o

m
m

u
n

icatio
n

 Stan
d

ard
”—

th
is state

s 

th
at yo

u
 h

ave
 th

e
 rig

h
t to

 kn
o

w
 w

h
at h

a
zard

s yo
u

 fa
ce

 o
n

 th
e

 jo
b

, an
d

 h
o

w
 to

 

p
ro

te
c

t yo
u

rse
lf a

g
ain

st th
e

m
. T

h
at’s Yo

u
r R

ig
h

t to
 K

n
o

w
! (se

e
 A

p
p

e
n

d
ix)

M
u

ch
 u

se
fu

l in
fo

rm
atio

n
 a

b
o

u
t ch

e
m

icals u
se

d
 in

 th
e

 D
e

p
artm

e
n

t o
f H

o
u

sin
g

 

an
d

 D
in

in
g

 S
e

rv
ice

s is av
aila

b
le

 fo
r yo

u
r b

e
n

e
fi t. Yo

u
 w

ill fi n
d

 th
is in

fo
rm

atio
n

 

in
 tw

o
 co

n
ve

n
ie

n
t p

la
ce

s; th
e

 co
n

tain
e

r la
b

e
ls an

d
 M

ate
rial S

a
fe

ty D
ata

 S
h

e
e

ts 

(M
SD

S
.) M

ate
rial S

a
fe

ty D
ata

 S
h

e
e

ts g
ive

 d
e

tails o
n

 ch
e

m
ical an

d
 p

h
ysical d

an
-

g
e

rs, sa
fe

ty p
ro

ce
d

u
re

s an
d

 e
m

e
rg

e
n

c
y re

sp
o

n
se

 te
ch

n
iq

u
e

s. E
ve

ry
th

in
g

 th
at 

is kn
o

w
n

 a
b

o
u

t th
e

 ch
e

m
ical, its h

a
zard

s an
d

 th
e

 th
in

g
s yo

u
 can

 d
o

 to
 avo

id
 

in
ju

ry an
d

 illn
e

ss w
h

e
n

 h
an

d
lin

g
 th

e
 h

a
zard

o
u

s su
b

stan
ce

, is o
n

 th
e

 sh
e

e
t. T

h
e

 

ch
e

m
icals w

h
ich

 are
 u

se
d

 in
 d

in
in

g
 ce

n
te

rs h
ave

 b
e

e
n

 h
ig

h
lig

h
te

d
 fo

r yo
u

r 

co
n

ve
n

ie
n

ce
. T

h
is in

fo
rm

atio
n

 is in
 larg

e
, co

lo
re

d
, 3

 rin
g

e
d

 b
in

d
e

rs w
h

ich
 are

 at-

ta
ch

e
d

 to
 th

e
 w

alls at d
iff e

re
n

t are
as o

f th
e

 d
in

in
g

 ce
n

te
rs. A

sk yo
u

r su
p

e
rv

iso
r 

to
 d

ire
c

t yo
u

 to
 w

h
e

re
 th

e
y are

 lo
cate

d
. 

1
9

Train
in

g
 h

as b
e

e
n

 p
ro

v
id

e
d

 fo
r se

le
c

te
d

 e
m

p
lo

ye
e

s o
n

 h
o

w
 to

 cle
an

 u
p

 h
u

m
an

 

b
lo

o
d

 an
d

 b
o

d
y fl u

id
s. R

e
p

o
rt an

y b
lo

o
d

 “sp
ills” to

 a
 su

p
e

rv
iso

r, d
ie

titian
 o

r 

m
an

a
g

e
r. U

n
le

ss yo
u

 h
ave

 b
e

e
n

 train
e

d
 in

 b
lo

o
d

 sp
ill cle

an
-u

p
, d

o
 n

o
t to

u
ch

 

an
o

th
e

r p
e

rso
n

’s b
lo

o
d

. T
h

e
 sam

e
 h

o
ld

s tru
e

 fo
r cle

an
-u

p
 o

f b
o

d
y fl u

id
s. T

h
e

 

d
e

p
artm

e
n

t p
o

lic
y an

d
 p

ro
ce

d
u

re
s can

 b
e

 fo
u

n
d

 in
 th

e
 M

SD
S

 b
o

o
k

s.

C
u

ttin
g

 d
o

w
n

 o
n

 cu
ts—

T
o

 P
re

v
e

n
t C

u
ts:

• 
U

se
 cau

tio
n

 w
h

e
n

 te
arin

g
 p

lastic fi lm
 o

r fo
il o

n
 th

e
 se

rrate
d

 b
o

x e
d

g
e

. Le
t 

fallin
g

 b
o

xe
s fall, n

e
ve

r try to
 catch

 th
e

m
.

• 
K

e
e

p
 kn

ive
s sh

arp
, re

p
o

rt d
u

ll kn
ive

s to
 yo

u
r su

p
e

rv
iso

r.

• 
C

u
t aw

ay fro
m

 yo
u

r b
o

d
y an

d
 d

o
n

’t h
a

ck. A
sk yo

u
r su

p
e

rv
iso

r fo
r p

ro
p

e
r 

cu
ttin

g
 in

stru
c

tio
n

s.

• 
W

h
e

n
 ch

o
p

p
in

g
, cu

rl yo
u

r fi n
g

e
rs u

n
d

e
r w

h
ile

 h
o

ld
in

g
 th

e
 fo

o
d

 ite
m

 b
e

in
g

 cu
t.

• 
Le

t fallin
g

 kn
ive

s fall, n
e

ve
r atte

m
p

t to
 catch

 th
e

m
.

• 
A

lw
ays p

o
in

t th
e

 kn
ife

 d
o

w
n

 w
h

e
n

 carryin
g

.

• 
W

ash
 o

n
e

 kn
ife

 at a
 tim

e
 w

ith
 b

la
d

e
 p

o
in

te
d

 aw
ay. N

e
ve

r le
ave

 kn
ive

s 

so
akin

g
 u

n
d

e
r w

ate
r w

h
e

re
 th

e
y can

’t b
e

 se
e

n
.

• 
U

se
 a

 cu
ttin

g
 b

o
ard

 to
 p

re
ve

n
t th

e
 kn

ife
 fro

m
 slip

p
in

g
 w

h
ile

 cu
ttin

g
 o

r 

ch
o

p
p

in
g

. B
e

 su
re

 to
 p

la
ce

 a
 d

am
p

 clo
th

 u
n

d
e

r th
e

 cu
ttin

g
 b

o
ard

 to
 ke

e
p

 th
e

 

b
o

ard
 fro

m
 sh

iftin
g

.

• 
B

e
 aw

are
 o

f sh
arp

 e
d

g
e

s w
h

e
n

 h
an

d
lin

g
 o

r d
iscard

in
g

 can
s o

r o
p

e
n

 b
o

xe
s.

• 
D

iscard
 lid

s in
sid

e
 o

f e
m

p
ty can

s.

• 
If yo

u
 b

re
ak a

 g
lass ite

m
, u

se
 a

 b
ro

o
m

 an
d

 d
u

stp
an

 o
r a

 d
am

p
 p

ap
e

r to
w

e
l to

 

p
ick u

p
 th

e
 p

ie
ce

s. N
e

ve
r u

se
 yo

u
r h

an
d

s. A
sk yo

u
r su

p
e

rv
iso

r h
o

w
 to

 d
isp

o
se

 

o
f b

ro
ke

n
 g

lass.

• 
A

lw
ays kn

o
w

 h
o

w
 to

 u
se

 an
d

 cle
an

 e
q

u
ip

m
e

n
t p

ro
p

e
rly b

e
fo

re
 h

an
d

lin
g

 o
r 

o
p

e
ratin

g
.

W
h

a
t to

 d
o

 fo
r cu

ts

• 
A

 cu
t m

ay o
r m

ay n
o

t re
q

u
ire

 p
h

ysician
 tre

atm
e

n
t, b

u
t alw

ays re
q

u
ire

s p
ro

p
e

r 

care
.

• 
W

o
u

n
d

 sh
o

u
ld

 b
e

 cle
an

se
d

 q
u

ickly. S
o

ap
 an

d
 w

ate
r w

ill d
o

.

• 
A

 cle
an

 d
re

ssin
g

 m
ay p

re
ve

n
t fu

rth
e

r co
n

tam
in

atio
n

. F
irst aid

 kits are
 

av
aila

b
le

 in
 th

e
 w

o
rk are

as.

• 
To

 sto
p

 th
e

 b
le

e
d

in
g

, d
ire

c
t p

re
ssu

re
 ap

p
lie

d
 to

 th
e

 w
o

u
n

d
 (n

o
t to

o
 tig

h
t) 

sh
o

u
ld

 b
e

 h
e

lp
fu

l. N
o

te
: A

ll b
lo

o
d

 “sp
ills” m

u
st b

e
 h

an
d

le
d

 sa
fe

ly. C
h

e
ck w

ith
 

yo
u

r su
p

e
rv

iso
r b

e
fo

re
 to

u
ch

in
g

 o
r cle

an
in

g
 u

p
 so

m
e

o
n

e
 e

lse
’s b

lo
o

d
 fro

m
 a

 

cu
t o

r o
th

e
r a

ccid
e

n
t.

• 
Fo

r g
ap

in
g

 o
r d

e
e

p
 w

o
u

n
d

, stitch
e

s m
ay b

e
 n

e
ce

ssary fo
r p

ro
p

e
r h

e
alin

g
.

• 
U

se
 “F

in
g

e
r C

o
ts” to

 ke
e

p
 b

an
d

a
g

e
s cle

an
 an

d
 d

ry.


