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Binghamton University Libraries’ vision is to be the center of 
the University’s intellectual community, providing a welcom-
ing environment for the creation and management of knowl-
edge through innovative thinking, open inquiry, and collabo-
rative partnerships. 
  

Binghamton University Libraries Phone Numbers: 
  

Administrative Office     777-4841 
Bartle Library                  777-2194 
Science Library                777-2166 
UDC Library                   777-9225 
Library Annex                 777-8364 
Reserves                           777-3940 

 
 
  
The Immigration Reform and Control Act of 1986 created a national employment 
verification system that places responsibility for verification of employment eligibil-
ity on employers. Students employed by Binghamton University must have com-
pleted the I-9 verification process before the first day of work to be eligible to be 
appointed to the Binghamton University payroll.  Binghamton University is an 
Equal Opportunity/Affirmative Action Employer. 
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Welcome! 

On behalf of all the staff and faculty at the Binghamton University 
Libraries, I welcome you to our ranks as an important addition to 
our great team.  You are part of a group that is dedicated to serve 
the research, scholarship and educational needs of the academic 
community.  But this should also be an excellent learning experi-
ence for you both personally and professionally.  Our supervisors 
are committed to providing you guidance on tasks, helping you 
learn and gain independence in your work for us, as well as creating 
a professional environment in which you gain experience for your 
future employment.  You are also student ambassadors for the supe-
rior resources we have in our faculty and staff as well as our print 
and electronic materials.  Please help us spread the word that we are 
here to help all in the Binghamton University community with 
their work.  I look forward to learning from you how best to do 
that. 
 
We are so glad to have you as part of our team.  Have a great year! 
 
Curtis Kendrick, 
Dean of University Libraries 
  
 
This handbook provides a summary of student employment guide-
lines in the Libraries. Please read it carefully and familiarize yourself 
with these guidelines. 
 
The library department to which you have been assigned may have 
additional guidelines, which your supervisor will share with you. If 
you have questions that are not answered here, please consult with 
your supervisor or contact the Library Administrative Office at 777-
4841. 
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Personnel Issues 

Schedules 
 
As with any job, employment at the Libraries requires a commitment of 
your time. Since work schedules are established on a semester-long basis, 
please make sure you can adhere to the hours you schedule for the entire 
semester. You will need time management skills to plan your class, work, 
and social schedules. Any changes to your work schedule must be ap-
proved by your supervisor. 
 
 You should provide your supervisor with a copy of your class schedule 

as soon as possible after the beginning of the semester.  
 The hours available to work will depend on your department. 
 Shifts must be at least one hour long; shorter shifts will not be al-

lowed. 
 Please plan to arrive at work on time so that you can begin work as 

scheduled. 
 
Tardiness 
It is your responsibility to let your supervisor know as soon as possible if 
you will be late, if you are ill, or if you must miss work unexpectedly. If you 
are unable to contact your supervisor, have a friend or housemate do so 
for you. In some areas of the Libraries, you are required to make up 
missed hours or find a substitute to work your hours. Your supervisor will 
inform you of the procedures for your area. 
Note: Once a substitute has agreed to work for you (with the approval of your su-
pervisor), the substitute is responsible for the hours scheduled. 
 
Final Exam Period 
The period just before and during final examinations is one of the busiest 
times in the Libraries. We realize that your studies are important, but your 
job commitments need to be honored during this time as well. Depending 
on your department’s needs, a special schedule may be created for finals 
week.   
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Personnel Issues 

 Training 
 
Each library unit will provide training that is job specific to their area. In 
addition, employees are expected to complete an orientation session, as 
well as modules on library policies and practices. 
  
Absences 
Excused absences are those scheduled work times you miss with your su-
pervisor’s prior approval. Emergency situations (e.g., accidents, sudden 
illness, death, or illness in your family) are also considered excused ab-
sences. However, you must notify—or have someone else notify—your su-
pervisor of the emergency situation as soon as possible. If your supervisor 
is not available, call one of the numbers in the front of this booklet. Ab-
sences due to illness will be considered an excused absence, but you may 
be asked to provide documentation.  
 
Unexcused absences are missed scheduled work times without prior notice 
and without finding a substitute, if that is required. Excessive unexcused 
absences may result in job termination. 
  
Breaks 
Under normal circumstances, any employee working four consecutive 
hours is entitled to receive a 15-minute paid break. The break should be 
approved by a supervisor and taken during the four-hour shift. Students 
are encouraged to take breaks away from their work area. A break may not 
be used to make up for late arrivals or early departures, nor may breaks be 
accumulated for time off.  
 
If you work a shift of more than 6 hours, you will be required to take a 30-
minute lunch break off the clock. For more information, please see your 
immediate supervisor. 
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Personnel Issues 
Performance Evaluations 
 
Student employment with the University is an important part of the edu-
cational experience. Supervisors often serve as references for students who 
later seek jobs after graduation, so it can be important to know how your 
supervisor perceives your work performance. 
 
Near the end of each semester, your supervisor will fill out an evaluation 
form and go over it with you. The form also provides a section for you to 
comment on your training and supervision. It is also the time to decide 
whether you are both interested in your continuing work in the same de-
partment the following semester. 
 
Depending on available funds, student employees maintaining a satisfac-
tory evaluation may be eligible for re-employment and may receive a merit 
pay increase.  
  
Leaving the Job 
 
If you are planning for an internship, study abroad, or student teaching—
or anticipate any other lengthy absence—please inform your supervisor as 
soon as possible. Doing so will enable the Libraries to fill your vacancy as 
needed. Also, let your supervisor know if you would like to be considered 
for re-employment when you return.  
 
You should give at least two weeks’ notice in writing to leave the job in 
good standing. In an emergency situation, and with the approval of your 
supervisor, all or part of the two weeks’ notice may be waived if you find 
approved substitutes to work your hours.   
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Work Expectations 

Work Expectations/Protocol 
 
The following are examples of incidents that may result in disciplinary 
actions such as verbal warnings, written warnings, or job termination: 
 
         Repeated tardiness or unexcused absence from work 
         Abuse of break and/or meal time limits 
         Not carrying out duties as assigned 
         Performance below minimum standards set for the job 
    Sleeping while on duty 
 Disregarding departmental food and drink policies. There is no   

food allowed at service desks 
         Use of cell phone for calls, texting, etc. 
 
The process of disciplinary action should be documented. 
  
CAUSE FOR IMMEDIATE DISMISSAL: 
         Failure or refusal to follow supervisor’s instructions 
         Discourteous treatment, abuse, or harassment of any nature of the    

public or coworkers 
         Reporting to work under the influence of alcohol or drugs 
         Falsifying records (including time sheets) or inappropriately altering  

library databases 
         Breaching the confidentiality of any library records or transactions 
         Theft of university property 
         Unauthorized use of library materials, facilities, or equipment 
         Unauthorized removal of library materials or equipment (this in-

cludes removing library materials that are not properly checked out) 
These grounds for dismissal are generally observed throughout the library 
system. Supervisors in the various units of the Libraries may establish addi-
tional grounds for dismissal that apply in their own units.  

Your supervisor will make you aware of any variation to this policy. Be 
sure you are familiar with any variations that exist in your unit.  
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Compensation  

Time sheets 
All departments require time sheets to be completed each shift by student 
employees. At the end of the pay period, the time sheet should be signed 
by the student employee. Some departments also have time clocks that 
must be used. You will be instructed by your supervisor. 
 
Getting Paid  
Student employees are paid every two weeks. When you are hired, you 
should receive a Student Payroll Schedule from your supervisor that will 
list important payroll-related dates throughout the year. Supervisors will 
also have this schedule available for your reference. 
 
Be aware that we have a lag payroll and your first paycheck will not ar-
rive until 3 weeks after the end date of your first time sheet. 
 
Paychecks (and paycheck stubs for those with direct deposit) are to be 
picked up at the Payroll Distribution Center, on the second floor of the 
Couper Administration Building, (AD 240) across the hall from campus 
Human Resources. Their hours of operation are 10am-3pm Monday-Friday. 
Students are eligible for direct deposit of paychecks. Direct deposit enroll-
ment forms can be obtained from the Libraries Administrative Office or 
from Campus Human Resources (AD 244). 
 
Wages 
Student employees’ beginning wage is competitive with that of other de-
partments on campus. Each additional year that you work in the Libraries 
you will be eligible for a raise, dependent on a satisfactory evaluation and 
available funds. 
 
Last Paycheck 
If you do not have direct deposit, be sure that the Payroll Office has your 
correct address so that you receive your last paycheck (s), which will be 
mailed. 
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Demeanor on the Job 

Personal Business 
Homework and personal work are not permitted during work hours. 
 
Attire 
Dress should be suitable for the library work environment and present a 
professional image. Clothing should be in good repair and should not 
display any potentially offensive graphics or words. Inappropriate attire 
includes, but not limited to, revealing clothing (e.g., bare midriffs, short 
shorts) and exposed undergarments. For safety, as well as appearance, 
shoes must be worn at all times. Please ask your supervisor what consti-
tutes appropriate attire for your department.  
  
Telephones, Cell Phones & Other Distractions 
Use of cell phones—for calls and texting—as well as personal laptops, chat 
software, Facebook, Twitter, etc., is not permitted during your work sched-
ule. Library telephones are for work-related purposes. Incoming calls 
should be limited to emergency calls only. If you need to make a personal 
call during your scheduled work time, you must obtain permission from 
your supervisor. Check with your supervisor for location of phones that 
may be used in each department. 
 
The use of iPods and other portable audio devices is permitted in some 
areas of the Libraries. Check with your supervisor for guidelines on their 
use. Complaints by library patrons or staff may result in termination of 
these privileges. 
 
Visitors and Personal Conversations 
Personal or social matters should be taken care of on your own time. 
Please discourage any unnecessary visits from friends or family during 
working hours. Personal conversations with coworkers should not inter-
fere with your work performance. 
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Demeanor on the Job 
 
Use of Library Equipment 
Library equipment (e.g., fax machines, copiers, computers, scan-
ners) is not intended for personal use. There are BUC$-operated 
copy machines in all libraries. During breaks, you may use the com-
puter workstations available to the public for e-mail, internet access, 
or other personal computing. 
 
Downloading any software to library equipment is prohibited and 
grounds for dismissal! 
 
Departmental Expectations 
In addition to these general rules for all areas, each library depart-
ment will have a more specific set of student employee expectations. 
Always check with your immediate supervisor if you have any ques-
tions. 
 
Library Policies 
The Libraries and Information Commons support the individual 
and collaborative learning and academic work of the Binghamton 
University community. Library Policies are in place to ensure an 
environment that is conducive to academic work. Patrons of the 
Libraries and Information Commons are expected to respect the 
rights of others and to exhibit responsible behavior.  
 
You should be familiar with all Library Policies! You can review 
the polices by clicking the link below: 
http://www.binghamton.edu/libraries/about/policies.html 
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Customer Service Tips 
It is important to know good customer service so together we can provide 
the best experience for our patrons. 
 
Here are the basics: 

1. Be approachable—it’s all about attitude! 
 - Greet patrons when they enter your service area. 
 - Stop what you are doing and respond to the patron. 
 - Smile 
 - Maintain Eye Contact.  
 - A positive attitude is your best asset. 
 
2.   Be helpful—go the extra mile! 
 - First, listen to get full understanding of inquiries. 
 - Show you are engaged and want to help. 
 - Offer resources (maps, signs, etc.) to aid in your answer. 
 - Don’t know the answer? Find a staff member who does! 
 
3.   Grouchy Patron? No problem! 
 - Don’t let someone’s bad day become yours. 
 - Try to help — all while staying positive. 
 - However, if a patron becomes rude, verbally abusive, or ignores 

your explanations, politely refer him/her to your supervisor. 
  
4.   Slow at the desk? 
 - Ask your supervisor if there’s anything you can do. 
 - Don’t play games, log into Facebook, or chat, etc. 
 - More patrons will soon be on the way — so stay approachable. 

 

11



Connect · Discover · Create 

 

12



 
 
I       have read 
and   
                             (student name) 
understand the student handbook .   
 
I agree to the terms presented herein and I am 
aware that this signed statement will become part of 
my employment file. 
 
_________________________       ____________ 
                    (Signature)      (Date) 
 
 
 

Please submit signed form to your supervisor. 

Statement of Binghamton University  
Student Employees 

Connect · Discover · Create 
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WEL�OME TO OUR TE!M 

Welcome to Washington State University Dining Services! 

We are the largest employer of students on the Washington State University campus/ We 

hire service-oriented individuals who enjoy working with other people/ Our student 

employees have many opportunities for advancement and our facilities provide skills to 

assist employees in furthering their career objectives/ We offer a wide variety of positions 

from which to choose, with flexible schedules to work around your personal needs/ Our 

facilities promote interaction with other students, providing employees the opportunity 

to make new friends/ 

The information provided in this handbook is essential for your success in Dining Services/ 

!fter reading this information, please sign the Handbook Receipt page indicating you have 

read and understand the material presented within/ Turn this page into your Supervisor/ 

On the last page, you will also have the opportunity to choose whether or not to allow 

Washington State University to release any information about your employment with us/ 

On behalf of the entire staff and management team, I would like to thank you for choosing 

Dining Services as your place of employment while at Washington State University/ 

Sincerely, 

Gary �oyle 
Director of Dining Services 

Sarah Larson 
!ssociate Director of Dining Services 

!dam Koerner 
!ssistant Director of �ulinary 

�rian Keithley 
!ssistant Director of Resident Dining 

Sean Greene 
Director of The �ompton Union �uilding 

NUTRITION QUESTIONS 
When guests have questions regarding 

allergens in a product or other special 

dietary requirements, have a manager 

assist in answering their questions so that 

Dining Services provides accurate 

information/ If guests have concerns 

regarding finding menu items to meet 

their special dietary needs, refer them to 

the dietitian/ 

!lice Ma, MS, RD 

Registered Dietician 

alice/ma@wsu/edu 

(509)335-4785 

OUR MISSION 
Washington State University Dining 

Services is a team of experienced 

culinary and hospitality professionals 

dedicated to supporting academic 

development and success by providing 

world class food and service/ To 

achieve this, we have a clear 

commitment to culinary excellence, 

sustainably sourced products, 

well-being, customer service, and fiscal 

responsibility/ 
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�USTOMER SERVI�E 

!UTHENTI� SERVI�E 
What makes a visit to a dining hall, a café, a coffee shop, or a 

market an extraordinary experience? Receiving good tasting 

quality product? Yes! Getting in and out in a timely fashion? 

Of course! Enjoying your meal in a comfortable and clean 

environment? Definitely! �ut are these elements the 

makings of an extraordinary experience or are we just 

meeting a guest’s basic expectation? 

To move beyond a pleasant experience to an extraordinary 

experience requires each member of the team working 

together/ Providing authentic service for all of our guests 

every time that they visit one of our locations is at the heart 

of Dining Services’ mission/ So how do we do this? You need 

to. 

�e Here Now; �e present both physically and mentally/ 

�e Prepared; �e presentable and ready to serve/ 

�e �onsistent; �uilding a connection with every guest,  

every time/ 

�e !ppreciative; �onvey gratitude for your role within the  

University and the guests who choose your location/ 

�e Personable; �e true to you and serve with a style and a 

smile/ 
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REW!RDS & �ENEFITS 

STUDENT !W!RD RE�OGNITION SYSTEM (ST!RS) 
The ST!RS program recognizes employees who exceed our 

expectations and benefit Dining Services with their actions and 

attitudes/ Look in your employing dining facility for more 

specific information/ �e a ST!R/ 

E!RNED ME!LS 
You can earn the benefit of getting a free meal for working 4 

hours or more in one day, at one unit/ !n Earned Meal Slip can 

only be issued and used after the employee has worked 4 

hours in a given day/ The cashier will not process the sale 

without an Earned Meal Slip/ !fter ringing up the sale, the 

cashier will have you sign the Earned Meal Slip and your 

receipt/ !ny food purchased with an Earned Meal Slip must be 

consumed on the premises and only by the employee using 

the slip/ You cannot use a to-go container for food eaten with 

an Earned Meal Slip/ You must use your Earned Meal Slip at 

the facility you work/ The Earned Meal Slip is never allowed to 

be used in the Market/ 

TR!INING 
You will receive on-the-job training for your core duties, as 

well as guidelines in safety and sanitation at the beginning of 

your employment/ We want you to be successful and feel 

comfortable with your job duties/ Our training programs, job 

descriptions, and one-on-one instruction will help you learn to 

do your job successfully and efficiently/ Please ask questions if 

you feel you need more training on any tasks you are assigned 

to perform/ 

!DV!N�EMENT !ND M!N!GEMENT EXPERIEN�E 

Our Goal is to create an extraordinary student experience, 

with a focus on supporting learning and growth through 

developmental opportunities/ Students are encouraged to be 

active partners in their professional and personal 

development/ Take the initiative to ask questions, volunteer 

for projects, set a positive example for others, and ask 

supervisors about opportunities for improvement and 

additional training, including advancement opportunities to 

Work !rea Lead and Student Manager/ 

Our Student Manager training program prepares selected 

students to be leaders and problem solvers in the Dining 

Services facilities/ The experience is valuable for your personal 

growth, compensation and future employability/ !nyone 

interested should ask a Manager or a Student Manager for 

details/ 

JO� REFEREN�E 
Your work information will be kept on file so you can use your 

Dining Services experience on your resume/ We must have 

your signature on file in order to release your information to 

prospective employers/ See reference page 19; 
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TIMEKEEPING & P!YROLL 

P!Y S�!LES 
Pay scales and skill level information are available in each 

unit/ 

TIME �LO�K 
Each unit has a time clock system that uses your �ougar 

�ard/ Your manager will familiarize you with this process at 

the beginning of your first shift/ Failure to consistently 

punch in and out appropriately will result in disciplinary ac-

tion/  Employees are to be ready to work upon clocking in/ 

If you do not have a time clock at your work location you will 

need to write your start and end times on your designated 

Daily !ctivity Report/ 

TIME SHEETS 
Please review your Time Sheet or Daily !ctivity Reports at 

the end of each pay period/ �y signing them you agree to 

their accuracy/ 

P!Y�HE�KS 
Washington State University pays its employees twice a 

month, on the 10th and 25th/ The first pay period of every 

month is from the first day to the fifteenth/ The second pay 

period is from the sixteenth to the last day of each month/ It 

may take as long as six weeks to receive your first paycheck 

depending on when you were hired and when you turned in 

your paperwork/ Your checks will be mailed to you unless 

you sign up for direct deposit/  

•	 You can request a direct deposit form from your manager 
or find it at this link. 

http.//payroll/wsu/edu/pdf/dep200/pdf 

• If you want to change your address, change of address 
forms are available at the Payroll Office, or at. 

www/wsu/edu/payroll or my/wsu/ 

WORK STUDY 
Work study will be granted on first come, first serve basis/ 

You must check the appropriate box on the application to 

ensure that you may receive work study/ When your work 

study award is exhausted, you will remain employed and 

receive student wages according to the student wage scale/ 
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TIMEKEEPING & P!YROLL 

M!XIMUM HOURS 
We understand that school is your first priority while at 

WSU, so we at Dining Services have created a policy that you 

can only work a maximum of 19/5 hours per week/ 

If you are a WSU student (enrolled for six or more credit 

hours). Your employment is limited to 516 hours (including 

overtime) in six consecutive months, excluding vacation 

periods unless your work is in your major field of study, in a 

student body office, a news staff position, or in an approved 

WSU internship (W!� 357-40-040, which you can view at. 

http.//apps/leg/wa/gov/wac/)/ State work study employment 

is limited to 19/5 hours per week/ This total will be exceeded 

if weekly work time exceeds 19/5 hours per school week/ 

Exceptions are made for students employed in certain major 

or minor fields of study/ 

•	 Hospitality �usiness Management majors and minors

are exempt from the 19/5 hour work week rule/ ! written 

certification from advisor of major or minor is required to 

be on file; See your supervisor for majors and minors that 

qualify; 

OVERTIME 

Overtime, while not encouraged, is allowed during certain 

parts of the school year/ Overtime must be pre-approved by 

management on an individual basis when work exceeds a 

40-hour week in accordance with W!� 251-09-020, which 

you can view at. http.//apps/leg/wa/gov/wac/ / Violations of 

this policy may result in termination/ 

�RE!K !LLOW!N�ES (see W!� 296-126-092)

IF YOU WORK 

�ONTINUOUSLY FOR: 

YOU !RE ENTITLED TO: 

Less than 3 hours No �reak 

3 hours or more One 10-minute paid break 

*5 hours to 6;5 hours One 10-minute paid break, and 
one 30-minute unpaid break 

6;5 hours or more Two 10-minute paid breaks, and 
one 30-minute unpaid break; 

*If you are scheduled for more than five consecutive hours, a
30-minute unpaid break is mandatory and must be taken 
before 5 hours have been worked; 
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!TTEND!N�E & SU�STITUTIONS 

!SSIGNED SHIFTS 
When hired, you will be assigned shifts by management 

according to your availability/ You are responsible for these 

shifts for the entire semester including the last day of your 

unit’s operation/ If you choose to drop a shift or resign, you 

must submit a written notice/ You are responsible for the 

schedule change for the next two weeks or until the 

schedule has been filled/ 

�eginning on the first Saturday of November and 

spring break, we will no longer accept a two-week 

resignation notice; 

Note: Management has the right to reassign duties and/or 

work locations within your assigned work schedule, based on 

operational needs; 

SU�STITUTION POLI�Y 
If you cannot work your shift for any reason, you are 

responsible for finding a substitute/ ! substitute is an 

employee currently employed in your unit and who is able 

to work your designated shift/ You must put your shift up for 

trade/drop on WhenToWork/ The employee who wants the 

shift must log into their WhenToWork account and accept 

the offer of work/ The shift is still considered yours until a 

Manager has approved the trade on WhenToWork/ If your 

shift is left unattended, and you have not previously been 

excused by your Manager you will receive an unexcused 

absence/ You can access employee’s phone numbers on 

WhenToWork to call and find substitutes/ 

FIN!LS WEEK S�HEDULING 
You must work at least the same number of shifts and/or 

hours during finals week that you are regularly scheduled 

during the semester/ The procedures for finals week 

scheduling may vary from unit to unit/ Each unit will post a 

finals week substitution schedule sheet/ If you are unable to 

work a scheduled shift, due to a final, you may place your 

name on the finals week schedule sheet/ In exchange, you will 

be required to work for someone else needing a substitute/ 
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!TTEND!N�E & SU�STITUTIONS 

�!LL OUTS & RETURN TO WORK PRO�EDURES 
Dining Services does not expect you to come to work if you are 

seriously ill or have been involved in an accident/ However, in 

order to meet operational needs and maintain quality 

customer service, we require that you. 

1/		 �all the unit in which you are employed and inform them 

of your illness or accident at least 30 minutes prior to your 

scheduled shift/ 

2/ 	 Follow the substitution policy, making every attempt to 

find your own substitute/ 

3/ 	 If you call out sick for a shift, you are required to fill in for 

an open shift posted on WhenToWork when you are able 

to return to work/ You will have 2 weeks to complete this 

requirement/ If you are absent for more than 1 day, it is 

up to the discretion on the unit’s management as to how 

many sub shifts you are required to take/ 

Note: Southside, Northside, Hillside, �PU, �atering, and 

Espresso �ars have a voicemail recording for messages when 

no one is available to answer the phone; Please leave a 

message if no one answers the phone and call back until you 

speak with someone directly; For other units reference your 

manager; 

Under certain circumstances, you may be required to provide a 

doctor’s release before you are allowed to return to work/ 

If it is brought to a Manager’s attention, either by observation 

or notification that an employee’s health is such that they are 

intending to work or working while ill, the Manager has the 

right and responsibility to restrict or exclude the employee 

from work/ 

PERSON!L EMERGEN�IES 
If an emergency comes up that requires you to be away from 

work for an extended period of time, contact a Manager or 

Student Manager via their work phone numbers as soon as 

you know about it and continue until you reach someone 

personally/ The following qualify as emergencies. death, 

family crisis, and hospitalization/ 
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allowed to keep your personal belongings in the work area; 

Personal cell phones are not allowed in the work area; 

PERSON!L !TTIRE 

DRESS �ODE 
In accordance with safety and sanitation concerns, shoes and 

clothing must be appropriate for the job/ !ny exception to the 

uniform policy must be approved by the manager of the Dining 

Services unit where the employee works/ 

UNIFORM 
Everyone must wear a Dining Services shirt, blue jeans, apron, 

name tag and hat at all times/ �heck with your manager for 

specific requirements/ 

You will be issued a Dining Services hat (see page 19)/ You are 

required to wear the hat with the bill forward when you are at 

work/ Hair that touches the collar must be pulled back 

securely/ See the Dining Services Policies and Procedure 

Manual for Student Manager, Student Supervisor, Markets, 

Espresso �ars, and Special Events dress code/ 

Please adhere to the following attire prior to punching in. 

		 Dining Services shirts will be worn at all times while 
working with the exception of �ougar Fridays in which you 

can wear �ougar shirts and WSU hats/ 

		 �lue jeans will be worn around waist at all times/ 

		 Your clothing must be clean and free of holes, rips or tears/ 

		 Dining Services hats will be worn at all times with bill 
pointing forward/ 

		 Wear shoes with soft, slip-resistant soles that completely 
cover the foot/ 

		 Shoes with open-weave fabric, sandals, shoes with open 
heels, flip-flops, and slippers are not allowed/ 

		 Shorts may be worn at picnics/ Shorts must be two inches 
above the knee or longer/ 

		 Washington !dministrative �ode 246-215-031 (1) “Unless 
wearing intact Single-use Gloves in good repair, a food 

employee may not wear fingernail polish or artificial 

fingernails while preparing food/” (2) “While preparing 

food, food employees may not wear watches or jewelry on 

their arms or hands/ This section does not apply to a 

wedding or engagement ring covered by a glove in good 

repair/” 

Note. In violation of the dress code you will be sent home to 

change/ 

Note: Some Dining Service facilities may have dress code 

different than the above; �heck with your Manager to see if 

this applies to you; 

PERSON!L �ELONGINGS 
Lockers are available at all units but you will need to provide 

your own lock/ If you do not have access to lockers, find out 

where management suggests you put your belongings/ We 

strongly encourage that you leave your personal belongings at 

home to insure they are protected from theft/ You will not be 
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S!FETY EXPE�T!TIONS 

PERSON!L S!NIT!TION 
Wash your hands thoroughly before beginning work, after 

using the restroom, after covering a cough or a sneeze, after 

touching your face or hair, and after picking up anything from 

the floor/ This is the single most important thing that you can 

do to prevent the outbreak of food-borne illness/ 

Single-use gloves can help keep food safe by creating a barrier 

between hands and food/ NEVER use gloves in place of hand 

washing/ Hands must be washed before putting on gloves and 

when changing to a new pair/ 

We suggest that all employees shower and brush their teeth at 

least once a day! 

H!ND W!SHING 
Proper hand washing is the number one combatant of food 

borne illness/ You must wash your hands properly after. 

 Touching any area of your body (e;g; ears, mouth, nose, hair, or 

clothing) 

 Handling money 

 Making contact with unclean equipment and work surfaces 

 Smoking 

 Handling raw food—particularly meat and poultry 

 �learing away and scraping dishes and utensils 

 Eating 

 Using the restroom 

 Using gloves 

 !ny other condition where cross-contamination may occur, such 

as front-of-house duties like trash, sweeping or wiping tables 

PROPER H!NDW!SHING PRO�EDURE 

1; Wet your hands with HOT running water;
	

2; !pply approved antimicrobial soap and lather for at least 


20 seconds; 

3; �lean under fingernails and between fingers; 

4; Rinse hands thoroughly under running water; 

5; Dry your hands with a fresh, disposable paper towel; 

USING GLOVES 
Gloves are not a replacement for proper hand washing and 

must be worn when serving or handling food items/ Gloves are 

always single-use and must be changed when you are changing 

tasks/ Remember, once you are wearing gloves, you must not 

touch your hair, face, clothing or other parts of the body, the 

floor, chemicals or any other surface that could transfer 

contaminants to the food/ 

�hange your gloves when: 
 They become soiled, discolored, or torn 

 �efore beginning a different task 

 !t least every four hours during continual use 

 !fter handling raw meat, fish, or poultry and before handling 

cooked or ready-to-eat food 

!s a further health precaution, chewing gum is prohibited 

anytime while you are on the clock/ 
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S!FETY EXPE�T!TIONS 

FOOD S!FETY 
We follow H!��P (Hazard !nalysis and �ritical �ontrol Points) 

procedures for food-safe handling in our operations/ H!��P is 

a management system in which food safety is addressed 

through the analysis and control of hazards from raw material 

production, procurement and handling, to manufacturing,  

distribution and consumption of the finished product/ This 

includes frequency checking and recording temperatures and 

taking appropriate actions if food items are deemed  

potentially unsafe (in the danger zone of 41-135° F for more 

than 2 hours)/ 

Other precautions include: 

 Do not store raw meats above other food items

 First received, first used

 !LL items stored at least 6” off the floor

 �over, date, label and store all food in containers at proper

temperatures 

�HEMI�!L S!FETY 
�hemicals are used in our facilities for the purpose of sanitizing 

and cleaning/ !n SDS (Safety Data Sheet) �ook is available at 

each location that outlines these chemicals, with proper use/ 

Please be sure to familiarize yourself with these procedures for 

safe handling for everyone’s safety/ 

!lways: 

 Read the label and instructions

 Use no more of a chemical than recommended by the

manufacturer

 Observe safety precautions

 !sk questions if directions are unclear

 Properly dispose of empty containers

Never: 

 Mix different chemicals

 Store chemicals near or above food storage, preparation or

serving areas

 Store chemicals in unmarked containers

 Leave containers uncovered

 Store aerosols near heat or use near eyes or in the vicinity of an

open flame

 Transfer solutions containing chemicals prepared by one

employee to another employee

10 



             

          

             

 

 

          

            

 

 

ENDING YOUR EMPLOYMENT 

In the event that you must leave your position, we ask that you provide at least two weeks notice/ This will assist your manager in replacing 

your position and is a professional courtesy/ Students who do not provide us with this advance notice and/or fail to work their remaining shifts 

may not be eligible for future employment in our department/ 

While student employment has many benefits, it also comes with responsibilities/ Students who are terminated for cause, or otherwise violate 

our policies, may be ineligible for future employment opportunities in our department/ Students in this situation are not automatically 

discouraged from submitting employment applications- however, any received will be reviewed based on past behavior/ 
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PERSON!L �ONDU�T EXPE�T!TIONS 

POLI�IES (NOT LIMITED TO THE FOLLOWING) 

		 You are required to swipe your �ougar�!RD to clock in at 
your assigned time (not before) in uniform and ready to 

work/ �lock out before changing out of uniform using your 

�ougar�!RD/ 

		 Notify your immediate supervisor before you leave your 
work area/ 

		 �heck out with your immediate supervisor at the end of 
your shift/ 

		 Poor customer service will not be tolerated/ 

		 Off-duty employees are not to be in any work area or 

closed facilities/ 

		 Excessive visiting with friends while on duty, whether they 
are working or not, is not allowed/ 

		 Personal calls will not be made or taken on Dining Services 
phones except in cases of emergency or to call Women’s 

Transit/ 

		 Theft of food, equipment, etc/, will solicit disciplinary and 
possible legal action/ 

		 Unauthorized or unpaid consumption of food, including 
leftovers, will be treated as theft/ 

		 Studying or reading while on duty is not allowed/ 

		 Eating, chewing gum or tobacco, or smoking is not allowed 
on the job/ 

		 Head phones or cell phones may not be used while 
working/ 

		 Horseplay or roughhousing while on duty will not be 
tolerated/ 

 Use of obscene language is prohibited/
	

 Working under the influence of drugs or alcohol will not be
	

tolerated/ 

 Insubordination will not be tolerated/ 

 Record falsification, i/e/, timesheets, schedules, etc/, will 

be treated as theft/ 

 !ll offices are for official Dining Services business at all 

times/ 

!ll WSU equipment, such as a copier, computer, or fax 

machine, are business use only, never for personal use/ 

!wareness and responsibility to report these issues are part of 

each employee’s duties/ If you witness any type of 

inappropriate Personal �onduct, contact Management 

immediately/ 
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PERSON!L �ONDU�T EXPE�T!TIONS 

H!R!SSMENT 
The administrators of Washington State University reaffirm 

that harassment will not be tolerated at the University/ This 

stand is consistent with the Equal Employment Opportunity 

�ommission (EEO�) guidelines and the definition of 

harassment contained therein/ In compliance with this, 

University policy requires that all employees maintain 

professional relationships with students and supervisors/ 

We will not tolerate any type of abusive or harassing behavior 

(whether intended or perceived to be intimidating, hostile or 

offensive) including but not limited to the following. 

 Telling jokes of racial, sexist, or sexual nature 

 Making racial, ethnic, or sexual slurs 

 !ny communication, whether spoken, written, nonverbal, or 

pictorial, made for the purpose of intimidation or humiliation 

 Sexual contact of any nature 

 !busive and foul language 

 Displaying or posting pictures which could be offensive to others 

If you feel you have been harassed, please contact your 

supervisor, Ombudsman or �enter for Human Rights/ For more 

information, see the University’s Sexual Harassment Policy. 

http.//safetyplan/wsu/edu/sexualharassment/html 

Every effort will be made to maintain confidentiality as 

permitted by law and to protect the rights of both the 

complainant and the respondent/ 

! formal, on-campus investigation can be requested by 

contacting the �enter for Human Rights/ More information may 

be obtained from the following. 

University Ombudsman Office for Equal Opportunity 

2 Wilson Hall 223 French !dministration �ldg; 

Washington State University Washington State University 

Pullman, W! 99164-4002 Pullman, W! 99164-1022 

(509) 335-1195 (509) 335-8288 
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DIS�IPLIN!RY GUIDELINES 

IDENTIFYING �USTOMER MISUSE OF ME!L �!RDS 
Dining Services offers a reward system to employees who help 

identify theft or card misuse/ �ring it to the attention of 

Management and receive two meal passes that may be used in 

the Dining �enter that you work at/ 

WORK PERFORM!N�E: FRIENDLY REMINDER 
When your work performance is unsatisfactory. 

! Manager, Student Manager, or Supervisor will issue you a 

“Friendly Reminder” and will explain to you the expectations 

of your performance and/or the consequences of continued 

problems/ Our expectations of you will be discussed/ 

When you are issued the form, you will be asked to sign it/ This 

signature indicates that you were given a counseling session 

along with the form/ You do not necessarily have to agree with 

the action, but you will be asked to sign the form/ 

DIS�IPLIN!RY !�TION: FORM � 
When serious infractions of Dining Services expectations or 

personal conduct policies have occurred. 

! Manager, Student Manager, or Supervisor will issue a 

disciplinary Form � and will explain the seriousness and/or the 

consequences of continued problems/ Our expectations of you 

will be discussed/ 

When you are issued the form, you will be asked to sign it/ This 

signature indicates that you were given a counseling session 

along with the form/ You do not necessarily have to agree with 

the action, but you will be asked to sign the form/ 

L!YOFF/TERMIN!TION: FORM � 
 FORM �—Layoff 

Will be removed from all shifts/ May be rescheduled to any 

available open shifts when all work requirements are met/ 

This form will be issued for reasons such as. 

 Medical 

 Food Handler’s �ard 

 FORM �—Level 1 

Will be terminated from the issuing unit/ �an be rehired 

one year from the infraction date/ ! Manager, Supervisor, 

or Student Manager/Supervisor can issue a Form �/ 

This form will be issued for reasons such as. 

 Insubordination—refusal to follow Management 

directive/ 

 FORM �—Level 2 

Will be immediately terminated from all Dining Service 

units where presently employed/ �an be rehired after five 

years from the infraction date/ Only a Manager or 

Supervisor can give a Level 2 Form �/ 

This form will be issued for violations such as. 

 Theft. meals, food items, equipment, etc/ 

 �onduct. Possession or use of illegal drugs or alcohol 

(immediately before or during your shift)- inappropriate 

conduct/ 

 Record Falsification. Falsifying time sheets or Daily 

!ctivity Reports/ 

 Threats, Verbal and Physical !buse 

Disciplinary action need not follow the sequence above/ 

Disciplinary action may begin at any point in the sequence/ 

Disciplinary guidelines are listed on the following pages/ 
14 



             

  

  

      

  

 

 

 

  

    

     

    

    

 

  

 

   

        

            

 

   

    

  

  

   

   

  

   

      

    

    

 

DIS�IPLIN!RY GUIDELINES 

!t the discretion of a Supervisor or Manager a Form � or Form � may be issued as a result of unacceptable behavior or performance; 

Note: Reminder = Friendly Reminder 

RE!SON 1st OFFENSE 2nd OFFENSE 3rd OFFENSE 

Failure to produce Food Worker’s �ard within 14 days of employment 

(May be followed by a Form �) 

Removal from shifts 

(Layoff) 

Improper use of work time Reminder or Form � Form � 

Using a cell phone while on the clock Reminder Form � Form � 

Engaging in horseplay Reminder or Form � Form � 

Insubordination Form � 

Smoking of any substance or consuming intoxicants while on duty or 

being on the property during working hours while intoxicated (or  

similar behavior involving narcotic, psychedelic, or illegal use of drugs 

of any type) 

Form � 

Provoking or instigating a fight or fighting during work hours- 

threatening, intimidating, coercing, or interfering with fellow 

employees or guests 

Form � 

Unauthorized use of University vehicle Form � 

Unauthorized use of University property and resources- unauthorized 

use of other employee’s property 

Form � 

Willfully misusing, destroying, or damaging any University or Dining 

Services property or property of any employee or student 

Form � 

Violation of Dress �ode/Hygiene Policy Reminder Form � Form � 

Deliberately contributing to unsanitary or unhealthful conditions Form � 

Storing of personal belongings in a non-designated area Reminder Form � Form � 
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DIS�IPLIN!RY GUIDELINES 

!t the discretion of a Supervisor or Manager a Form � or Form � may be issued as a result of unacceptable behavior or performance; 

Note: Reminder = Friendly Reminder 

RE!SON 1st OFFENSE 2nd OFFENSE 3rd OFFENSE 

�ashiers-Long/Short (1% or more) or incomplete paperwork Reminder Form � and removal from 

all �ashiering shifts 

�ausing waste of materials, supplies, or food Reminder or Form � Form � 

Prolonged illness—3+ shifts missed (can return to work upon 

presenting a doctor’s release/) 

Removal from shifts/ 

(Layoff) 

Unexcused tardiness—15 minutes or more Reminder Form � Form � 

Unexcused missed shift Form � Form � 

Working more than 40 hours in a single work week without 

management approval 

Reminder Form � Form � 

Taking a break or leaving the job without first checking with immediate 

Supervisor 

Reminder Form � Form � 

Leaving work early without permission of immediate Supervisor Form � or Form � Form � 

Using an Earned Meal Slip before working 4 hours Reminder Form � Form � 

Failure to comply with Substitution Policy Reminder Form � Form � 

Falsifying of time card, any University forms or documents, or forging 

another’s signature to benefit himself/herself or another through 

fraud 

Form � 

Receive 2 or more missed punches on the time clock Reminder & 

Retraining 

Form � Form � 
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DIS�IPLIN!RY GUIDELINES 

DIS�IPLIN!RY !PPE!LS PRO�EDURE 
If you do not agree that a disciplinary Form � was warranted,
	

you may appeal it/ ! Form � and Friendly Reminder cannot be
	

appealed/ You have five working days, from receiving the form,
	

to complete steps 1 through 3/
	

STEP 1 Discuss the form with whoever issued it/ Student
	

Manager or Manager/ 

STEP 2		If the Manager was not contacted in Step 1, contact 

the Manager/ 

STEP 3		If still dissatisfied, contact the General Manager within 

5 working days of receiving the form and notify them 

that you are appealing the decision/ 

The General Manager will discuss concerns with you/ 

The General Manager will then consult with the 

!ssociate Manager if applicable/ The decision that is 

made will be communicated to the employee both 

verbally and in writing/ ! copy of this response will also 

be sent directly to the !ssociate Director of Dining 

Services/ 

STEP 4		If you are dissatisfied with the outcome of Step 3, you 

may write a formal appeal within five working days 

after you received your written answer from Step 3/ ! 

formal appeal consists of a letter representing your 

point of view along with a copy of the discipline form 

and a copy of the unit’s answer/ Send your formal 

appeal and accompanying documents to. 

!ttention. !ssociate Director of Dining Services 

Washington State University 

Dining Services 

PO �ox 646005 

Pullman, W! 99164-6005 

Failure to comply with these specific procedures in the time 

frames outlined above will result in the denial of your appeal/ 

The !ssociate Director will review the appeal and circumstances 

surrounding discipline/ The !ssociate Director may propose an 

alternative outcome for the student/ If this outcome is 

acceptable to the student, the solution will be documented 

verbally and in writing/ 

If no alternative outcome is proposed, the !ppeals �oard will 

meet in a timely manner and all information will be kept 

confidential as permitted by law/ 

The !ppeals �oard Hearing Format: 

When all are present, the �hairperson will read the letter of 

complaint/ Then the response statement from the General 

Manager involved will be read/ Every party involved and each of 

their witnesses will be asked to make a statement/ The 

committee will have the opportunity to ask questions after 

statements are given/ The !ppeals �oard must make its decision 

within three working days/ Fairness is guaranteed by the 

diversity and impartiality of the !ppeals �oard/ !ll decisions 

made by the !ppeals �oard are final within Dining Services/ 

The !ppeals �oard decision is communicated to the General 

Manager who issued the original appealed form/ ! written 

response signed by both the Manager and the !ppeals �oard 

�hairperson is given to the employee within five days of the 

decision/ 

The !ppeals �oard shall consist of: 

1/ !ssociate Director of Dining Services, �hair 4/ Student Employee 

2/ Manager 5/ Student Employee 

3/ Student Manager 17 



              

    

 

  
 

   

                 

 
 

  

 
 

  

 
 

  
        

    
 

   

  
 

 

 
  

  

  
 

   

 

 
 

  
 

  

 
 

 

 
 

   

 
 

          

 

 

 
                                                        

 
 

   

  

  
 

  

  

 

 

 

located in Global Scholar’s Hall 

TOWERS M!RKET (509) 335-1484 is located in Stephenson 

�omplex 

DINING SERVI�ES OPER!TIONS 

You are working for a diverse organization/ Dining Services employs 61 full-time staff members and well over 650 student employees in 14 

separate operations in 10 different buildings on campus/ 

RESIDEN�E DINING F!�ILITIES 

HILLSIDE �!FÉ (509) 335-3050 and (509) 335-4355 

Hillside �afé is located on the ground floor of the 

Wilmer-Davis residence hall/ 

NORTHSIDE �!FÉ (509) 335-3881 and (509) 335-3082 

Northside �afé is located in the Regents residence hall/ 

SOUTHSIDE �!FÉ (509) 335-0119 and (509) 335-3372 

Southside �afé is located in the Stanton J/ Hall Rotunda 

building/ 

RET!IL OPER!TIONS 
�!RLIT!’S MEXI�!N GRILL and FRESHENS (509) 335-8595 is  

located on the main floor of the �ompton Union �uilding 

FLIX M!RKET and �!FÉ (509) 335-2741 is located on the 

ground floor of the Stanton J/ Hall Rotunda �uilding 

HILLSIDE M!RKET (509) 335-1593 is located in the Hillside 

�afé 

THE M!RKET and EINSTEIN’S �!GELS (509) 335-1381 are 

ESPRESSO �!RS 

�UST!D (509) 335-5543 Located in �ustad Hall 

�!RPENTER (509) 335-8799 located in �arpenter Hall 

(School of !rchitecture) 

�LEVEL!ND (509) 335-1522 Located in �leveland Hall 

(�ollege of Education) 

�UE �!FÉ (509) 335-3497 Located in the south end of the 

�UE (�enter for Undergraduate Education) 

LIGHTY (509) 335-8791 Located in the Lighty Student 

Services �uilding (French !dmin) 

SUPPORT OPER!TIONS 
!DMINISTR!TIVE OFFI�ES (509) 335-5498 

Located in Rogers Hall 131/ 

�ENTR!L PRODU�TION �!KESHOP (509) 335-5037 

�akery items for use in all Dining Services units and is located 

on the ground floor of the Stephenson �enter �omplex/ 

UNIVERSITY �!TERING (509) 335-7230 Off-sight and on-

sight catering operations for WSU- on the ground floor of the 

Stephenson �enter �omplex/ 
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EMPLOYEE H!T POLI�Y & !GREEMENT       H!ND�OOK RE�EIPT 

Print this Page; 

It must be filled out and returned to the office; It will be kept on file; 


EMPLOYEE H!T POLI�Y !ND !GREEMENT 

Your Dining Service’s issued baseball hat is to be worn at all times while at work/ 

!nyone not wearing the appropriate baseball hat will not be allowed to work/ Each 

temporary employee will be issued one baseball hat prior to their first assigned 

work shift/ You will be required to keep this cap in your possession at all times/ Do 

not leave your hat at work at the end of your shift, as it could disappear/ Please take 

proper care of your hat and bring it to work with you every day/ If you lose your hat, 

you will have to pay the current rate set forth by Dining !dministration/ 

I have read and understand the above policy/ 

Print Name 

Employee Signature Date 

WSU DINING T-SHIRT !GREEMENT 

The undersigned employee has received the required uniform T-shirt(s)/ The em-

ployee agrees to maintain the uniform T-shirt(s) in a clean and well-kept condition/ 

The employee will reolace any damaged or lost uniform items at their own ex-

pense/ The employee is responsible for these articles an must come to work in the 

uniform that was issued to them/ If you lose your T-shirt(s), you will have to pay 

the current rate set forth by Dining !dministration/ 

The uniform T-shirt(s) are considered property of WSUS Dining Services and must 

be returned upon termination of employment/ 

ITEM ISSUED_____QU!NTITY____SIZE_____D!TE ISSUED______D!TE RETURNED_ 

Dining T-Shirt 

Employee Name Employee Signature Date 

Issuer Name Issuer Signature Date 

H!ND�OOK RE�EIPT 

�y my signature below, I indicate that I have read and understand 

the Student Employee Handbook and the reference authorization/ I 

had the opportunity to ask questions about the Handbook, and any 

questions I had were answered satisfactorily/ I understand that my 

continuing employment with Dining Services depends upon my 

compliance with the policies in this Handbook/ 

Print Name 

Employee Signature Date 

REFEREN�ES 

I may apply for other jobs in the future/
	
I authorize Dining Services to release my dates of employment,
	
wage, and position title to prospective employers/ 


_____Yes  _____No 

Employee Signature Date 

I further authorize Dining Services to release any information 

regarding my employment to prospective employers who contact 

Dining Services/ _____Yes  _____No 

Employee Signature Date 

I understand if Dining Services releases any of my written student 

employment records to prospective employers, the records must 

contain a printed statement indicating the records cannot be 

released to any other parties without my consent; 
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Welcome to the AMU family! 

 

You are now part of a great team of staff and students committed to providing 

services to enhance the quality of life in the Marquette community through their 

roles in the Alumni Memorial Union.  The AMU family is a team of 17 departments 

with roughly 30 full-time staff and over 500 student employment positions who 

work not only in the student union, but also one that stretches out to all areas of 

campus such as the Annex on 16th & Wells, Tory Hill Café in the Law School’s 

Eckstein Hall and down at Valley Fields to name a few.   

The Alumni Memorial Union is a community center on Marquette’s campus housing 

a plethora of services and office, providing space for university events and offering 

dining options for many throughout the year.  Therefore, the AMU team carries on the 

spirit of Father Peter Brooks’ mission, co-founder of the first college union at 

Marquette in 1922:  

 

"The aim of the Union on Marquette's campus would be to bring together and unify the 

spirits of all. . .and use this unified spirit for the good of the university and all students." 

 

Ideally, you will not only gain a paycheck from this job, but you will grow in 

knowledge and connections.   Be an active member of the team, form friendships, 

learn, grow, but most importantly have FUN!  Thanks in advance for lending your 

time and talents to our team. 

 
Sincerely, 
 
 
Neal Wucherer, 
Alumni Memorial Union, Director 
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AMU at a GLANCE 
 

 
OVERVIEW OF DEPARTMENTS 
 
The Alumni Memorial Union is made up of 17 diverse departments housed in the student union and 
across campus.  These include: 
 
Administration, Orientation, & Marketing 
 Supports administrative services for the AMU operations including aspects like assisting with the 

student employment application process 
 Provide all new AMU Student Employees with an orientation by reviewing the student handbook and 

giving them a tour of the facility 
 Graphic design for AMU promotional materials 
 
Annex - Restaurant 
 Staff the WOW Café American Grill & Wingery restaurant located in the Union Sports Annex 
 
Annex - Bowling 
 Staff the bowling center located in the Union Sports Annex 
 
Brew Café 
 Staff four cafés across campus located in the AMU, Cudahy Hall, Raynor Library and Straz Hall  
 
Building Staff  
 Assist in opening and closing the AMU including event set up/tear down, building security, basic 

cleaning and maintenance 
 
Catering 
 Provides food and beverage service throughout campus from meetings to informal and formal dining, 

indoor and outdoor events 
 
Concessions 
 Staff Marquette Athletic event-driven concession areas in the Al McGuire Center and Valley Fields 
 
Division of Student Affairs Marketing  
 DSA promotional materials for the Alumni Memorial Union, Annex, & Office of Student Development 
 
Event Management 
 Assist in campus event planning with student organizations, university departments and off-campus 

groups  
 
Event Support Staff (ESS) 
 Event driven staffing including working the Golden Eagle Express Shuttles from the Annex to home 

men’s basketball games, event coat check and movies at the Varsity Theater 
 

Lunda Room 
 A dining room located in the AMU 2nd floor, open to the public Monday to Friday over the lunch hour 
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Marquette Place 
 Main cafeteria on campus with stations that offer sushi, sub sandwiches, grill items, Mexican, salads 

and Einstein Bagels 
 
Security 
 Provide supervision and monitoring of events and their participants’ behavior in the AMU, Annex and 

Varsity Theater 
 
Tech Staff 
 Manage and operate technical equipment including sound, lighting and data projection housed in the 

AMU, Annex, Weasler Auditorium, Varsity Theatre and Al McGuire Center for various events 
 
Tory Hill Café 
 Staff the café housed in the Eckstein Hall Law School building 
 
Union Station 
 Staff Marquette Card Office including production and distribution of MarquetteCards, U-Passes and 

name tags along with the sale of United State Post Office services and products 
 
University Information Center (Info) 
 Staff two main welcome desk locations on campus – Alumni Memorial Union and Zilber Hall – and 

answer the university’s main 1-800 phone line 
 

WEBSITES 
 
www.marquette.edu/amu 
www.marquette.edu/annex 
www.marquettediningservices.com 
http://www.marquette.edu/event-management  
 

BUILDING HOURS  
 
The Alumni Memorial Union building hours remains the same throughout the year with some changes 
and closures during holiday or break periods.  Regular building hours are: 
 

Monday - Saturday 7:00 am - 11:45 pm 
Sunday   9:00 am - 11:45 pm 

 
These hours and any upcoming holiday or break hours can be found on the AMU website at  
www.mu.edu/amu/about.shtml 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.marquette.edu/amu
http://www.marquette.edu/annex
http://www.marquettediningservices.com/
http://www.marquette.edu/event-management
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AMU/ANNEX SOCIAL MEDIA 
 
The Alumni Memorial Union and Union Sports Annex participate in social media as a way to connect and 
engage with campus, customers and our alumni base.  Social media outlets include: 
 
Twitter     Facebook 
@MarquetteAMU   www.facebook.com/alumnimemorialunion 
@MUAnnex    www.facebook.com/muannex 
 
Instagram    
instagram.com/muannex 
 

ALL STAFF 
 
An annual event in the fall semester, all of the departments in the AMU get together for a day of training 
called All Staff.  The day allows us, as a staff, to take a step back and realize how many people are 
depended on to run all of the operations the AMU is responsible for.  Training also includes a mix of team-
building activities and relevant learning topics.  
 

BATTLE OF THE DEPARTMENTS (BOD) 
 
All AMU areas participate in a yearlong friendly competition called Battle of the Departments.  1-2 BOD 
events are scheduled in a month.  Events are a mix of social and service-oriented activities.  Points are 
awarded to a department based on two criteria: 1) per person in attendance, and 2) percentage of staff in 
attendance basis.  The top three departments who accumulated the most points throughout the year are 
named in April and awarded trophies to be displayed in their area for the following year. 
 

AMU MISSION STATEMENT 
 
The AMU’s mission is based on a quote from Peter A. Brooks, S.J. who not only co-founded the first 
student union at Marquette University while a student, but also served as the university’s president from 
1944-1948. 
 

"The aim of the Union on Marquette's campus would be to bring together and unify the spirits 

of all. . .and use this unified spirit for the good of the university and all students." 

-Peter A. Brooks, S.J. 1922 

 
AMU PLEDGE 
 
A large part of the AMU culture involves a focus on having a fun and enjoyable work environment.  In 
1992, then union director Dr. Toby Peters wrote a pledge to the AMU that employees still recite today: 
 

The AMU is the one 

The AMU is lots of fun 

To the AMU I will be true 

For I love it here, oh yes I do 

I love to work for the AMU 

 

 
 

http://www.facebook.com/alumnimemorialunion
http://www.facebook.com/muannex
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Marquette University Guiding Values  

In accordance with the Catholic, Jesuit mission and vision here at Marquette University, we hold that all 
people and things are created to praise, reverence and serve God in our community and throughout the 
world, and thus every aspect of the university’s lifeblood and work holds this principle and foundation as 
its beginning and end.  
 
As students and employees at Marquette University, we will therefore enact the following values and 
behaviors in our lives and our work to serve the greater glory of God:  
 

 Pledge personal and holistic development of students as our primary institutional vocation  

 Pursue academic excellence and educate students who are men and women for and with others 

throughout the world 

 Embody a spirit of interdisciplinary curiosity, research, innovations, entrepreneurship and 

application to change and improve ourselves, our community and our world 

 Nurture an inclusive, diverse community that fosters new opportunities, partnerships, 

collaboration and vigorous yet respectful debate 

 Live as servant leaders with a commitment to the Jesuit tradition and Catholic social teaching for 

all people, beliefs and faith traditions 

 Create bold, ambitious plans enacted with agility, authentic accountability and a commitment to 

the greater good 
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WHO’S WHO in the AMU  
 

 
SUPERVISORS 
 
Administration 

Linda Lee, Coordinator of Administrative Services 
Rob Mullens, Union Station Manager 
Ali Myszewski, Associate Director Marketing & Programming 
Neal Wucherer, Director Alumni Memorial Union 

 
Dining Services 

Renee Georgiev, Supervisor Brew Cafes 
John Nicholds, Retail Manager Marquette Place 
Rachael Bush, Manager Brew Cafes 
Melanie Vianes, Director Catering Events 
Chelsea, Hubal, Catering Events 

 
Event Planning Services 

Annette Conrad, Associate Director Event Management 
Julie Kuligowski, Event Coordinator, Supervisor to Event Management Staff 

 
Facilities and Operations 

Dan Abler, Assistant Director Operations 
Steve Groom, Technical Services Coordinator 
Brad Schloss, Operations Coordinator 
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STUDENT LEADERSHIP POSITIONS 
 
An opportunity to grow into a student leadership position is possible in every department here at the 
Alumni Memorial Union. Currently, there are three student leadership positions: 
 
Student Managers (SM) 
An opportunity to grow into a student leadership position is possible in every department.  All AMU 
departments have at least 1 (up to 4 depending on the size of the department) student manager who 
works with the supervisor to lead the student employee staff. Student manager responsibilities include, 
but are not limited to: Interviewing & Hiring, Conducting Performance Reviews, Scheduling, Payroll, 
Communication, Training and Staff Motivation.  Student managers also attend weekly training meetings 
and support the planning of AMU efforts such as All Staff and Battle of the Departments. 
 
Student Employee Coordinator (SEC) 
The Student Employee Coordinator works with the Associate Director of Marketing & Programming and 
the AMU Graduate Assistant to oversee the student employment program.  The main duties of the SEC 
are to serve as the leader of the student manager group engaging them in their leadership role and 
providing adequate training for them to bring back to their respective departments.  This is the highest 
student employee leadership level in the AMU. 
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GETTING PAID $$$ 
 

 
I-9 & AUTHORIZATION 
 
When a new student employee is hired to work for the AMU who has not previously worked on campus, 
Linda Lee, Coordinator of Administrative Services, will send them an email that includes a Job Placement 
Form along with a link to print a blank I-9 form.  An I-9 form is a document that verifies employment 
eligibility that the person (citizen and non-citizen) is authorized to work in the United States.  New 
students will be given instructions to take the Job Placement Form to the Student Employment Office to 
complete the document return it within 72 hours of receiving the email.  In order for the information 
filled out on the form to be verified, a new student employee must also bring documents that establish 
identity and employment authorization (outlined on Pg 5 of the I-9). 
 

ELECTRONIC TIME KEEPING 
 
EmpCenter is the university’s electronic time and attendance (payroll) recording system.  Student 
employees will utilize EmpCenter to record their time and attendance.  Supervisors will assist new student 
employees as to how and where they should clock into EmpCenter to record their time.  Employees can 
record hours worked in one or more of the following ways:  
 

 Swipe your MUID at a standard time clock to record time (located in the AMU on the 2nd floor 
behind the elevators) 

 Login at the WebClock, a web-based interface using a computer designated by your supervisor 
https://empcenter.mu.edu/workforce/Logon.do 

 

PAYROLL CALENDAR 
 
Students employed by Marquette University receive a paycheck every two weeks.  The payroll period is 
Sunday to Saturday (for two weeks), time cards are processed on the next Monday by noon and 
paychecks are issued on the following week’s Wednesday.   
 
For example, the first pay period of the 2014-2015 academic year was Sunday, August 24 to Saturday, 
September 6.  Time cards were processed on Tuesday, September 9.  Paychecks for the hours worked 
Sunday, August 24 to Saturday, September 6 were issued on Wednesday, September 17.   
 
A complete payroll calendar for the academic year can be found on Marquette Central’s website.  
http://www.marquette.edu/mucentral/financialaid/ses_year_payroll.shtml 
 

DIRECT DEPOSIT 
 
Student employees are encouraged to sign up for direct deposit of their paychecks into their bank 
account.  To sign up for direct deposit, a student employee should: 
 Log into CheckMarq 
 Go to the Bursar Quick Links tab and select Sign Up for Direct Deposit or Student Payroll link 
 Click on Add Account 
 Enter your Bank Routing Number, your Account Number, the Type of Account and Save 
 You should then receive a message indicating your successfully completed the process 
 Click OK and you can review the information and edit if necessary 

 

https://empcenter.mu.edu/workforce/Logon.do
http://www.marquette.edu/mucentral/financialaid/ses_year_payroll.shtml
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WORK HOURS 
 
Regular Hours 
Marquette University student employees are not permitted to work more than 20 hours per week when 
classes are in session.  Student employees are allowed to work up to 37.5 hours per week during break 
periods.  This applies to all undergraduate, part-time and graduate student employees 
 
Holidays & Vacation 
Vacation days and holidays are unpaid for student employees.  If you are not going to be on campus 
during a break period or holiday, you are expected notify your supervisor ahead of time that you will not 
be present to work during that time period. 
 
Shift Breaks 
It is recommended that any employee who works in excess of six hours at a time be given a one-half hour 
unpaid break or meal period. 
 
Overtime 
Student employees are not allowed to work overtime.  It is the supervisor’s responsibility to avoid 
situations where a student employee would be assigned overtime hours. 
 

DUAL EMPLOYMENT 
 
Paychecks 
If you are employed in more than one university department, you will only receive one paycheck or one 
direct deposit payment.  Different pay rates in different departments are not broken down, but the full 
sum will be compensated for. 
 
Hours 
If a student works in more than one department, the maximum number of hours that can be cumulatively 
worked between all positions is 20 hours a week while classes are in session and 37.5 hours a week during 
break periods.  Student employees are not permitted to surpass those limits regardless of how many 
campus jobs they hold.  
 

ATTENDANCE POLICY 
 
Student employees are required to show up for the shifts they are assigned.  If a student is feeling ill or 
has a conflict with an assigned shift, they are asked to contact their supervisor as early as possible about 
the impending absence.  Some departments may hold the student employee responsible to find a 
substitute for the missed shift.  Failure to notify a supervisor of an absence will lead to disciplinary action. 
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RESPECT in the WORKPLACE 
 

 
SOCIAL MEDIA GUIDELINES 
 
Anything you post or display on the Internet should be done so responsibly.  The AMU adheres to the 
Marquette University Social Media Guidelines for students, faculty and staff for department accounts that 
are Marquette-sponsored. http://www.marquette.edu/social/about-for-students.php 

Additionally, the AMU reminds all employees and student employees in regards to social media: 

 Please refrain from posting any information that reflects negatively on the university, AMU 
departments, supervisory positions or customers 

 Do not let use of social media interfere with your job activity or performance 
 Be knowledgeable of laws including ones specific to privacy, discrimination and harassment 

 

PERSONAL PHONE USAGE 
 
While at work, student employees are expected to exercise discretion in using personal cellular phones. 
Personal calls and texting during work hours, regardless of the phone used can interfere with productivity, 
safety and may be distracting to others. Student employees that work within the AMU should make 
personal calls and text during breaks and lunch.  
 

CONFIDENTIALITY 
 
Depending on the area of the AMU you are employed you may have access to confidential information. 
This may include budget, employment records and other sensitive materials or conversations.  As such 
student employees are required to handle all confidential information, whether written, computerized, 
oral, or in some form, in such a way that it shall not be inadvertently revealed or disclosed to any other 
person.  Failure to observe these confidentiality guidelines, may result in immediate termination. 
   

DRESS CODE 
 
The AMU asks all student employees to be mindful of their appearance, dress and hygiene while working 
out of respect to guests of our operations.  Specific clothing items not permitted to be worn while 
working include: 

1. Pajamas  
2. Sweat pants (including yoga pants) 
3. University or college apparel that is not Marquette University 
4. Apparel endorsing a political affiliation 
5. Excessively ripped or frayed items 

 
Depending on your specific job in the AMU, there may be additional limitations for dress while working. 
Also, some departments require students to wear uniforms while working. All student employees should 
speak to their supervisor for a detailed description of the dress code for their area. 
 

 
 
 

http://www.marquette.edu/social/about-for-students.php
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CUSTOMER SERVICE 
 
The AMU is dedicated to serving the Marquette University students, faculty, staff, alumni and community.  
A positive attitude and willingness to assist the needs of our guests is expected of all employees to 
showcase the AMU’s commitment to providing excellent customer service.   
 

UNIVERSITY-OWNED COMPUTER USAGE 
 
The AMU follows the IT Services Acceptable Use Policy. http://www.marquette.edu/its/about/aup.shtml   
 
If your student employment position at the AMU provides you with access to a university-owned 
computer, these guidelines will be enforced. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.marquette.edu/its/about/aup.shtml
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SAFETY 
 

 
MARQUETTE UNIVERSITY Police Department 
 
The Marquette University Police Department is dedicated to maintaining a safe environment conducive to 
learning, living and working at Marquette. MUPD serves the Marquette community and adjacent areas 
where students and employees reside and socialize. http://marquette.edu/publicsafety/ 
 
All AMU employees and student employees should add MUPD phone numbers to their cell phones:  
Non-Emergency (414) 288-6800 
Emergency (414) 288-1911 
 
Local Intercampus Mobile Operation (LIMO) 
This transportation can be used as a safe option for student employees traveling across campus or from 
work to their homes. LIMOs do not just drop student employees off at a destination; they will wait until a 
passenger has arrived safely inside their home, car of building.  LIMOs run 365 days a year from 5:00 pm - 
3:00 am (5:00 pm - 4:00 am academic weekends).  All riders must present a valid Marquette I.D. to use 
the transportation.  LIMO service can be requested by calling (414) 288-6800, waiting at a LIMO stop, 
flagging a LIMO in transit or pick up a blue light phone. 
 
Student Safety Patrol (SSP) 
Student employees can also request a SSP walking escort when traveling from spot to spot on campus.  
SSP walking escorts are available 7 days a week from 5:00 pm - 12:00 am.  Their patrol covers Clybourn 
Avenue 11th to 20th Street, Wisconsin Avenue 10th to 20th Street, Wells Street 11th to 20th Street and 
Kilbourn Avenue 12th to 20th Street. To request a SSP walking escort, you can call (414) 288-6800, stop a 
SSP team on the street or pick up a blue light phone. 
 
DPS Escorts 
Any student employee carrying a cash bank from the AMU to another building must contact DPS for an 
officer escort from one location to another.   
 
 

LOCKERS 
 
The AMU has lockers located on the first floor that can be rented out for $10 a semester or $15 for both 
fall and spring semesters.  AMU student employees who would like to rent a locker to secure their 
property can rent a locker for FREE.  To do this, a student employee will need to go to Union Station (AMU 
1st floor) to fill out paperwork to issue a locker for the desired time period. 
 

WORKPLACE HARASSMENT 
 
The AMU follows the Marquette University Harassment Policy: 
Marquette University, as a Catholic, Jesuit institution, insists that all human beings possess an inherent 
dignity and equality because they are made in the image and likeness of God. The university entirely and 
consistently disowns, as a matter of principle, any unlawful or wrongful discrimination against the rights 
of others. 

As the university is committed to maintaining an environment in which the dignity and worth of each 
member of its community is respected, it will not tolerate harassment of or by students, faculty, staff and 
guests or visitors. Such behavior of identified individuals or groups will be subject to appropriate action, 

http://marquette.edu/publicsafety/
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including, but not limited to, education, probation, suspension or expulsion from the institution or the 
campus and/or civil or criminal action in some instances. 

Harassment is defined as verbal, written or physical conduct directed at a person or a group based on 
color, race, national origin, ethnicity, disability, age, gender or sexual orientation where the offensive 
behavior is intimidating, hostile or demeaning or could or does result in mental, emotional or physical 
discomfort, embarrassment, ridicule or harm. 

Harassment includes not only offensive behavior that interferes with a person’s or group’s well-being or 
development, but also such behaviors that interfere with one’s employment, educational status, 
performance, or that create a hostile working, academic or social environment. In this regard, sexual 
violence is deemed to be a form of sexual harassment. It is a violation for a university person — student, 
faculty, staff, guest or visitor or anyone else acting at the instigation of a university person — to: 

1. Engage in any form of harassment whether intentional or unintentional on the campus or in the off-
campus area. 

2. Retaliate against a person who has initiated an inquiry or complaint having to do with harassment. 
  
http://www.marquette.edu/osd/policies/harassment.shtml 
 
If a student employee believes they have encountered a form of harassment, the reporting process for 
Marquette University is:  
 
Reporting Suspected Sexual Harassment  
Any employee or student with a sexual harassment concern or question, before filing a formal complaint, 
may contact the Department of Human Resources affirmative action officer for counsel and assistance. A 
student may also contact the Office of Student Affairs. Any individual, employee or student who believes 
that he/she may have experienced sexual harassment or who believes that he/ she has observed sexual 
harassment taking place must report this information immediately to one of the following reporting 
officials: 

1. The affirmative action officer; 
2. The director of human resources and employee benefits; 
3. The deputy Title IX coordinator or the dean of students; 
4. The vice provost; 
5. The Department of Public Safety; or 
6. The complainant’s supervisor, when the supervisor is not the accused. 

 
Reports/complaints received in any of these offices in which the accused is an employee (faculty, staff or 
student employee) must, in turn, be immediately reported to the Department of Human Resources 
affirmative action officer. Reports/complaints received by any of these offices in which the accused is a 
student (other than students accused in their capacity as employees) must, in turn, be immediately 
reported to the dean of students, who will process such complaints pursuant to the procedures set forth 
in the university policies and procedures. Reports/complainants in which the accused is neither a 
Marquette employee nor student (e.g., vendors, visitors, etc.) shall be processed consistent with any 
other complaint by notifying one of the six reporting officials above, although the university reserves the 
right to alter or modify the procedures outlined below, in its sole discretion, in order to effectively handle 
these complaints. 

Copies of all sexual harassment complaints shall be forwarded immediately upon receipt by the 
Department of Human Resources or the Office of Student Affairs to the executive vice president or 
provost or his/her designee. The director of human resources and employee benefits (in cases where the 
accused is a staff member or student employee) or the vice provost (in cases where the accused is a 

http://www.marquette.edu/osd/policies/harassment.shtml
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faculty member) shall also be immediately notified by the Department of Human Resources affirmative 
action officer that a complaint has been received. 

Title IX Workplace Answers eLearning Module  
All student employees at Marquette University are required to complete a mandatory online training 
module that is specific to Title IX. This Module helps describe both federal law and university policies to 
help prevent and report incidents of sexual misconduct. The Title IX Training module builds off the 
university’s efforts to educate and engage the campus community about the risks, harms and impact that 
acts of sexual misconduct have on campus.  

The Title IX online training module takes approximately 30-40 minutes to complete and all student 
employees should clock-in for it. It is interactive and contains many challenging and interesting real-life 
workplace situations. It is important to note that student employees will not be able to work if this 
training module is not completed within the designated time period.  

A personalized email with a link to this Title IX online training module is sent from Workplace Answers 
eLearning with the subject line “Marquette Required Training Reminder for [Employee’s Name].” Student 
employees must search for it in their inbox within their first two weeks of employment.  
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PERFORMANCE REVIEWS 
 

 
WHEN THEY TAKE PLACE 
 
Student employees* are given a performance review each semester. In the fall they take place November 
1-30 and in the spring they take place April 1-30.  Student employees may be asked to fill out a self-
evaluation before sitting down with their student manager to review their semester performance review.   
 
*Student employees hired in the fall after October 15 and in the spring after March 15 will not be given a 
performance review until the following semester 
 

FORMAT 
 
The AMU student employee performance review consists of two parts.  There are 12 categories that all 
student employees are evaluated on: Communication, Customer Service, Teamwork, Interpersonal Skills, 
Job Performance, Problem Solving, Quality of Work, Time Management, Flexibility, Initiative, Reliability & 
Dependability, and Professionalism.  Student employees are then also graded on 5 department specific 
categories (please ask your student manager or supervisor to let you know what those are for your area.) 
 
Student employees are graded on the following scale: 
E-Exceptional: Exceptional performance that is rarely achieved; provides precedent setting results beyond the 
scope of the major functions; demonstrate the highest standards of performance  

 
EE-Exceeds Expectations: Frequently exceeds major requirements and expectations; accomplishments noteworthy 
and highly valued; typically demonstrates higher standards of performance 

 
ME-Meets Expectations: Consistently performs all major requirements satisfactorily; accomplishes all objectives; 
occasionally exceeds the expectations; normal guidance and supervision are required 

 
O-Opportunity for Growth: Occasionally fails to meet minimum requirements in one or more key aspects; 
demonstrates one or more performance deficiency; development opportunities will be discussed in order to meet 
expectations of position 

 
U-Unacceptable: Consistently fails to meet minimum requirement in critical aspects and performance standards; 
immediate improvement required 
 
Student employees may be asked to fill out a self-evaluation before sitting down with their student 
manager to review their semester performance review.   
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HOW PAY INCREASES ARE DETERMINED 
 
After receiving two performance reviews and working for the AMU one year, student employees are 
eligible for a pay increase.   
 
Each category grade in their performance review is awarded a point: 
 

E-Exception = 4 points 
EE-Exceeds Expectations = 3 points 
ME-Meets Expectations = 2 points 

O-Opportunity for Growth = 1 point 
U-Unacceptable = 0 points 

 
The total score of each performance review is averaged together to determine what pay increase the 
student will receive for the next semester.  For example, if a student had a total score of 48 points on the 
fall performance review and a total score of 52 points on the spring performance review, the average 
score would be 50 points for the year. 
 
The student employee’s pay increase is determined by the following breakdown: 
 

59-68 points = $0.35 pay increase 
46-58 points = $0.25 pay increase 
33-45 points = $0.15 pay increase 
24-32 points = $0.10 pay increase 

0-23 points = no increase 
 

Using the example above, a student employee who averaged 50 points between the fall and spring 
semester would then receive a $0.25 pay increase at the start of the next semester.  Note, pay increases 
do not go into effect during summer employment. 
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	           WELCOME TO OUR TEAM 
	           WELCOME TO OUR TEAM 
	           WELCOME TO OUR TEAM 


	Welcome to Washington State University Dining Services! 
	Welcome to Washington State University Dining Services! 
	Welcome to Washington State University Dining Services! 
	We are the largest employer of students on the Washington State University  campus. We hire service-oriented individuals who enjoy working with other people. Our student       employees have many opportunities for advancement and our facilities provide skills to assist employees in furthering their career objectives. We offer a wide variety of positions from which to choose, with flexible schedules to work around your personal needs. Our facilities promote interaction with other students, providing employee
	The information provided in this handbook is essential for your success in Dining Services. After reading this information, please sign the Handbook Receipt page indicating you have read and understand the material presented within. Turn this page into your Supervisor. On the last page, you will also have the opportunity to choose whether or not to allow     Washington State University to release any information about your employment with us. 
	On behalf of the entire staff and management team, I would like to thank you for choosing Dining Services as your place of employment while at Washington State University. 
	Sincerely,  
	Gary Coyle                                                                       
	Director of Dining Services 
	 
	 
	 
	 
	Sarah Larson 
	Associate Director of Dining Services 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Adam Koerner                                                                 
	Assistant Director of Culinary     
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Brian Keithley 
	Assistant Director of Resident Dining     
	 
	 
	 
	 
	 
	 
	 
	 
	Sean Greene 
	Director of The Compton Union Building           


	Figure
	NUTRITION QUESTIONS 
	NUTRITION QUESTIONS 
	NUTRITION QUESTIONS 
	When guests have questions regarding allergens in a product or other special dietary requirements, have a manager assist in answering their questions so that Dining Services provides accurate         information. If guests have concerns    regarding finding menu items to meet their special dietary needs, refer them to the dietitian. 
	 
	Alice Ma, MS, RD 
	Registered Dietician         
	alice.ma@wsu.edu 
	alice.ma@wsu.edu 
	alice.ma@wsu.edu 

	 

	(509)335-4785 
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	OUR MISSION 
	OUR MISSION 
	OUR MISSION 
	Washington State University Dining  Services is a team of  experienced     culinary and hospitality professionals dedicated to supporting academic    development and success by providing world class food and service. To achieve this, we have a clear            commitment to culinary excellence, sustainably sourced products,           well-being, customer service, and fiscal responsibility. 
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	              CUSTOMER SERVICE 
	              CUSTOMER SERVICE 
	              CUSTOMER SERVICE 


	AUTHENTIC SERVICE 
	AUTHENTIC SERVICE 
	AUTHENTIC SERVICE 
	What makes a visit to a dining hall, a café, a coffee shop, or a market an extraordinary experience? Receiving good tasting quality product? Yes! Getting in and out in a timely fashion? Of course! Enjoying your meal in a comfortable and clean environment? Definitely! But are these elements the         makings of an extraordinary experience or are we just meeting a guest’s basic expectation?  To move beyond a pleasant experience to an extraordinary experience requires each member of the team working     toge


	Be Here Now. Be present both physically and mentally. 
	Be Here Now. Be present both physically and mentally. 
	Be Here Now. Be present both physically and mentally. 
	Be Prepared. Be presentable and ready to serve. 
	Be Consistent. Building a connection with every guest,    every time.  
	Be Appreciative. Convey gratitude for your role within the        University and the guests who choose your location. 
	Be Personable. Be true to you and serve with a style and a smile.  
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	             REWARDS & BENEFITS  
	             REWARDS & BENEFITS  
	             REWARDS & BENEFITS  


	TRAINING 
	TRAINING 
	TRAINING 
	You will receive on-the-job training for your core duties, as well as guidelines in safety and sanitation at the beginning of your employment. We want you to be successful and feel  comfortable with your job duties. Our training programs, job descriptions, and one-on-one instruction will help you learn to do your job successfully and efficiently. Please ask questions if you feel you need more training on any tasks you are assigned to perform.  


	ADVANCEMENT AND MANAGEMENT EXPERIENCE 
	ADVANCEMENT AND MANAGEMENT EXPERIENCE 
	ADVANCEMENT AND MANAGEMENT EXPERIENCE 


	Figure
	Figure
	Figure
	Our Goal is to create an extraordinary student experience, with a focus on supporting learning and growth through      developmental opportunities. Students are encouraged to be active partners in their professional and personal                   development. Take the initiative to ask questions, volunteer for projects, set a positive example for others, and ask         supervisors about opportunities for improvement and          additional training, including advancement opportunities to Work Area Lead and
	Our Goal is to create an extraordinary student experience, with a focus on supporting learning and growth through      developmental opportunities. Students are encouraged to be active partners in their professional and personal                   development. Take the initiative to ask questions, volunteer for projects, set a positive example for others, and ask         supervisors about opportunities for improvement and          additional training, including advancement opportunities to Work Area Lead and
	Our Goal is to create an extraordinary student experience, with a focus on supporting learning and growth through      developmental opportunities. Students are encouraged to be active partners in their professional and personal                   development. Take the initiative to ask questions, volunteer for projects, set a positive example for others, and ask         supervisors about opportunities for improvement and          additional training, including advancement opportunities to Work Area Lead and
	 
	Our Student Manager training program prepares selected   students to be leaders and problem solvers in the Dining     Services facilities. The experience is valuable for your personal growth, compensation and future employability. Anyone     interested should ask a Manager or a Student Manager for  details.  
	 
	JOB  REFERENCE 
	Your work information will be kept on file so you can use your  
	Dining Services experience on your resume. We must have your signature on file in order to release your information to prospective employers. See reference page 19. 


	STUDENT AWARD RECOGNITION SYSTEM (STARS) 
	STUDENT AWARD RECOGNITION SYSTEM (STARS) 
	STUDENT AWARD RECOGNITION SYSTEM (STARS) 


	The STARS program recognizes employees who exceed our expectations and benefit Dining Services with their actions and attitudes. Look in your employing dining facility for more      specific  information. Be a STAR. 
	The STARS program recognizes employees who exceed our expectations and benefit Dining Services with their actions and attitudes. Look in your employing dining facility for more      specific  information. Be a STAR. 
	The STARS program recognizes employees who exceed our expectations and benefit Dining Services with their actions and attitudes. Look in your employing dining facility for more      specific  information. Be a STAR. 
	 
	EARNED MEALS 
	You can earn the benefit of getting a free meal for working 4 hours or more in one day, at one unit. An Earned Meal Slip can only be issued and used after the employee has worked 4 hours in a given day. The cashier will not process the sale  without an Earned Meal Slip. After ringing up the sale, the cashier will have you sign the Earned Meal Slip and your      receipt. Any food purchased with an Earned Meal Slip must be consumed on the premises and only by the employee using the slip. You cannot use a to-g
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	             TIMEKEEPING & PAYROLL 
	             TIMEKEEPING & PAYROLL 
	             TIMEKEEPING & PAYROLL 


	Figure
	PAY SCALES 
	PAY SCALES 
	PAY SCALES 
	Pay scales and skill level information are available in each unit. 
	 
	 
	TIME CLOCK 
	Each unit has a time clock system that uses your Cougar Card. Your manager will familiarize you with this process at the beginning of your first shift.  Failure to consistently punch in and out appropriately will result in disciplinary ac-tion.       Employees are to be ready to work upon clocking in.  
	 
	If you do not have a time clock at your work location you will need to write your start and end times on your designated Daily Activity Report.  
	 
	 
	TIME SHEETS 
	Please review your Time Sheet or Daily Activity Reports at the end of each pay period. By signing them you agree to their accuracy. 
	 
	 


	PAYCHECKS 
	PAYCHECKS 
	PAYCHECKS 
	Washington State University pays its employees twice a month, on the 10th and 25th. The first pay period of every month is from the first day to the fifteenth. The second pay period is from the sixteenth to the last day of each month. It may take as long as six weeks to receive your first paycheck depending on when you were hired and when you turned in your paperwork. Your checks will be mailed to you unless you sign up for direct deposit.   
	•  You can request a direct deposit form from your manager or find it at this link:                                                                
	•  You can request a direct deposit form from your manager or find it at this link:                                                                
	http://payroll.wsu.edu/pdf/dep200.pdf
	http://payroll.wsu.edu/pdf/dep200.pdf

	   

	• If you want to change your address, change of address forms are available at the Payroll Office, or at: 
	• If you want to change your address, change of address forms are available at the Payroll Office, or at: 
	www.wsu.edu/payroll
	www.wsu.edu/payroll

	 or my.wsu. 

	 
	 
	WORK STUDY 
	Work study will be granted on first come, first serve basis. You must check the appropriate box on the application to ensure that you may receive work study. When your work study award is exhausted, you will remain employed and receive student wages according to the student wage scale.  
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	MAXIMUM HOURS 
	MAXIMUM HOURS 
	MAXIMUM HOURS 
	We understand that school is your first priority while at WSU, so we at Dining Services have created a policy that you can only work a maximum of 19.5 hours per week.  
	 
	If you are a WSU student (enrolled for six or more credit hours): Your employment is limited to 516 hours (including overtime) in six consecutive months, excluding vacation   periods unless your work is in your major field of study, in a student body office, a news staff position, or in an approved WSU internship (WAC 357-40-040, which you can view at: 
	If you are a WSU student (enrolled for six or more credit hours): Your employment is limited to 516 hours (including overtime) in six consecutive months, excluding vacation   periods unless your work is in your major field of study, in a student body office, a news staff position, or in an approved WSU internship (WAC 357-40-040, which you can view at: 
	http://apps.leg.wa.gov/wac/
	http://apps.leg.wa.gov/wac/

	). State work study employment is limited to 19.5 hours per week. This total will be exceeded if weekly work time exceeds 19.5 hours per school week. Exceptions are made for students employed in certain major or minor fields of study.  

	•   Hospitality Business Management majors and minors    are exempt from the 19.5 hour work week rule. A written certification from advisor of major or minor is required to be on file. See your supervisor for majors and minors that qualify.  
	 
	 
	OVERTIME 
	 
	Overtime, while not encouraged, is allowed during certain parts of the school year. Overtime must be pre-approved by management on an individual basis when work exceeds a   40-hour week in accordance with WAC 251-09-020, which you can view at: 
	Overtime, while not encouraged, is allowed during certain parts of the school year. Overtime must be pre-approved by management on an individual basis when work exceeds a   40-hour week in accordance with WAC 251-09-020, which you can view at: 
	http://apps.leg.wa.gov/wac/
	http://apps.leg.wa.gov/wac/

	 . Violations of this policy may result in termination.  



	BREAK ALLOWANCES (see WAC 296-126-092) 
	BREAK ALLOWANCES (see WAC 296-126-092) 
	BREAK ALLOWANCES (see WAC 296-126-092) 
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	IF YOU WORK      CONTINUOUSLY FOR: 

	TD
	Span
	YOU ARE ENTITLED TO: 


	Less than 3 hours 
	Less than 3 hours 
	Less than 3 hours 

	No Break 
	No Break 


	3 hours or more 
	3 hours or more 
	3 hours or more 

	One 10-minute paid break 
	One 10-minute paid break 


	*5 hours to 6.5 hours 
	*5 hours to 6.5 hours 
	*5 hours to 6.5 hours 

	One 10-minute paid break, and one 30-minute unpaid break 
	One 10-minute paid break, and one 30-minute unpaid break 


	6.5 hours or more 
	6.5 hours or more 
	6.5 hours or more 

	Two 10-minute paid breaks, and one 30-minute unpaid break. 
	Two 10-minute paid breaks, and one 30-minute unpaid break. 


	Span

	*If you are scheduled for more than five consecutive hours, a 30-minute unpaid break is mandatory and must be taken   before 5 hours have been worked. 
	*If you are scheduled for more than five consecutive hours, a 30-minute unpaid break is mandatory and must be taken   before 5 hours have been worked. 
	*If you are scheduled for more than five consecutive hours, a 30-minute unpaid break is mandatory and must be taken   before 5 hours have been worked. 
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	     ATTENDANCE & SUBSTITUTIONS 
	     ATTENDANCE & SUBSTITUTIONS 
	     ATTENDANCE & SUBSTITUTIONS 


	ASSIGNED SHIFTS 
	ASSIGNED SHIFTS 
	ASSIGNED SHIFTS 
	When hired, you will be assigned shifts by management   according to your availability. You are responsible for these shifts for the entire semester including the last day of your unit’s operation. If you choose to drop a shift or resign, you must submit a written notice. You are responsible for the schedule change for the next two weeks or until the     schedule has been filled.  
	 
	Beginning on the first Saturday of November and spring break, we will no longer accept a two-week resignation notice. 
	 
	Note: Management has the right to reassign duties and/or work locations within  your assigned work schedule, based on operational needs.  
	 
	SUBSTITUTION POLICY 
	If you cannot work your shift for any reason, you are         responsible for finding a substitute. A substitute is an        employee currently employed in your unit  and who is able to work your designated shift. You must put your shift up for trade/drop on WhenToWork. The employee who wants the shift must log into their WhenToWork account and accept the offer of work. The shift is still considered yours until a Manager has approved the trade on WhenToWork. If your shift is left unattended, and you have n


	FINALS WEEK SCHEDULING 
	FINALS WEEK SCHEDULING 
	FINALS WEEK SCHEDULING 
	You must work  at least the same number of shifts and/or hours during finals week that you are regularly scheduled   during the semester. The procedures for finals week         scheduling may vary from unit to unit. Each unit will post a finals week substitution schedule sheet. If you are unable to work a scheduled shift, due to a final, you may place your name on the finals week schedule sheet. In exchange, you will be required to work for someone else needing a substitute.  
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	            ATTENDANCE & SUBSTITUTIONS  
	            ATTENDANCE & SUBSTITUTIONS  
	            ATTENDANCE & SUBSTITUTIONS  


	Figure
	PERSONAL EMERGENCIES 
	PERSONAL EMERGENCIES 
	PERSONAL EMERGENCIES 
	If an emergency comes up that requires you to be away from work for an extended period of time, contact a Manager or Student Manager via their work phone numbers as soon as you know about it and continue until you reach someone    personally. The following qualify as emergencies: death,     family crisis, and hospitalization. 


	CALL OUTS & RETURN TO WORK PROCEDURES 
	CALL OUTS & RETURN TO WORK PROCEDURES 
	CALL OUTS & RETURN TO WORK PROCEDURES 
	Dining Services does not expect you to come to work if you are seriously ill or have been involved in an accident. However, in order to meet operational needs and maintain quality          customer service, we require that you:   
	1. Call the unit in which you are employed and inform them of your illness or accident at least 30 minutes prior to your scheduled shift.  
	1. Call the unit in which you are employed and inform them of your illness or accident at least 30 minutes prior to your scheduled shift.  
	1. Call the unit in which you are employed and inform them of your illness or accident at least 30 minutes prior to your scheduled shift.  


	2.  Follow the substitution policy, making every attempt to   find your own substitute. 
	3.    If you call out sick for a shift, you are required to fill in for an open shift posted on WhenToWork when you are able to return to work. You will have 2 weeks to complete this requirement. If you are absent for more than 1 day, it is  up to the discretion on the unit’s management as to how many sub shifts you are required to take.   
	 
	Note: Southside, Northside, Hillside, CPU, Catering, and     Espresso Bars have a voicemail  recording for messages when no one is available to answer the phone. Please leave a    message if no one answers the phone and call back until you speak with someone directly. For other units reference your manager.   
	 
	Under certain circumstances, you may be required to provide a doctor’s release before you are allowed to return to work. 
	 
	If it is brought to a Manager’s attention, either by observation or notification that an employee’s health is such that they are intending to work or working while ill, the Manager has the right and responsibility to restrict or exclude the employee from work. 
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	            PERSONAL ATTIRE  
	            PERSONAL ATTIRE  
	            PERSONAL ATTIRE  


	DRESS CODE 
	DRESS CODE 
	DRESS CODE 
	In accordance with safety and sanitation concerns, shoes and clothing must be appropriate for the job. Any exception to the uniform policy must be approved by the manager of the Dining Services unit where the employee works.  
	 
	 
	UNIFORM 
	Everyone must wear a Dining Services shirt, blue jeans, apron, name tag and hat at all times. Check with your manager for specific requirements. 
	 
	You will be issued a Dining Services hat (see page 19). You are required to wear the hat with the bill forward when you are at work. Hair that touches the collar must be pulled back         securely. See the Dining Services Policies and Procedure    Manual for Student Manager, Student Supervisor, Markets, Espresso Bars, and Special Events dress code.  
	 
	 
	Please adhere to the following attire prior to punching in:  
	 Dining Services shirts will be worn at all times while    working with the exception of Cougar Fridays in which you can wear Cougar shirts and WSU hats. 
	 Dining Services shirts will be worn at all times while    working with the exception of Cougar Fridays in which you can wear Cougar shirts and WSU hats. 
	 Dining Services shirts will be worn at all times while    working with the exception of Cougar Fridays in which you can wear Cougar shirts and WSU hats. 

	 Blue jeans will be worn around waist at all times. 
	 Blue jeans will be worn around waist at all times. 

	 Your clothing must be clean and free of holes, rips or tears. 
	 Your clothing must be clean and free of holes, rips or tears. 

	 Dining Services hats will be worn at all times with bill pointing forward. 
	 Dining Services hats will be worn at all times with bill pointing forward. 

	 Wear shoes with soft, slip-resistant soles that completely cover the foot.  
	 Wear shoes with soft, slip-resistant soles that completely cover the foot.  

	 Shoes with open-weave fabric, sandals, shoes with open heels, flip-flops, and slippers are not allowed.  
	 Shoes with open-weave fabric, sandals, shoes with open heels, flip-flops, and slippers are not allowed.  




	Figure
	 
	 
	 
	 Shorts may be worn at picnics. Shorts must be two inches above the knee or longer.  
	 Shorts may be worn at picnics. Shorts must be two inches above the knee or longer.  
	 Shorts may be worn at picnics. Shorts must be two inches above the knee or longer.  

	 Washington Administrative Code 246-215-031 (1) “Unless wearing intact Single-use Gloves in good repair, a food  employee may not wear fingernail polish or artificial      fingernails while preparing food.” (2) “While preparing food, food employees may not wear watches or jewelry on their arms or hands. This section does not apply to a    wedding or engagement ring covered by a glove in good repair.”  
	 Washington Administrative Code 246-215-031 (1) “Unless wearing intact Single-use Gloves in good repair, a food  employee may not wear fingernail polish or artificial      fingernails while preparing food.” (2) “While preparing food, food employees may not wear watches or jewelry on their arms or hands. This section does not apply to a    wedding or engagement ring covered by a glove in good repair.”  


	 
	Note: In violation of the dress code you will be sent home to change.  
	 
	Note: Some Dining Service facilities may have dress code different than the above. Check with your Manager to see if this applies to you. 
	 
	 
	PERSONAL BELONGINGS 
	Lockers are available at all units but you will need to provide your own lock. If you do not have access to lockers, find out where management suggests you put your belongings. We strongly encourage that you leave your personal belongings at home to insure they are protected from theft. You will not be allowed to keep your personal belongings in the work area. Personal cell phones are not allowed in the work area.  
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	PERSONAL SANITATION 
	PERSONAL SANITATION 
	PERSONAL SANITATION 
	Wash your hands thoroughly before beginning work, after   using the restroom, after covering a cough or a sneeze, after touching your face or hair, and after picking up anything from the floor. This is the single most important thing that you can do to prevent the outbreak of food-borne illness. 
	 
	Single-use gloves can help keep food safe by creating a barrier between hands and food. NEVER use gloves in place of hand washing. Hands must be washed before putting on gloves and when changing to a new pair.  
	 
	We suggest that all employees shower and brush their teeth at least once a day! 
	 
	 
	HAND WASHING 
	Proper hand washing is the number one combatant of food borne illness. You must wash your hands properly after:  
	 Touching any area of your body (e.g. ears, mouth, nose, hair, or clothing) 
	 Touching any area of your body (e.g. ears, mouth, nose, hair, or clothing) 
	 Touching any area of your body (e.g. ears, mouth, nose, hair, or clothing) 

	 Handling money 
	 Handling money 

	 Making contact with unclean equipment and work surfaces 
	 Making contact with unclean equipment and work surfaces 

	 Smoking 
	 Smoking 

	 Handling raw food—particularly meat and poultry 
	 Handling raw food—particularly meat and poultry 

	 Clearing away and scraping dishes and utensils 
	 Clearing away and scraping dishes and utensils 

	 Eating 
	 Eating 

	 Using the restroom 
	 Using the restroom 

	 Using gloves 
	 Using gloves 

	 Any other condition where cross-contamination may occur, such as front-of-house duties like trash, sweeping or wiping tables 
	 Any other condition where cross-contamination may occur, such as front-of-house duties like trash, sweeping or wiping tables 


	 


	Figure
	Figure
	Figure
	USING GLOVES 
	USING GLOVES 
	USING GLOVES 
	Gloves are not a replacement for proper hand washing and must be worn when serving or handling food items. Gloves are always single-use and must be changed when you are changing tasks. Remember, once you are wearing gloves, you must not touch your hair, face, clothing or other parts of the body, the floor, chemicals or any other  surface that could transfer     contaminants to the food.  
	 
	Change your gloves when: 
	 They become soiled, discolored, or torn 
	 They become soiled, discolored, or torn 
	 They become soiled, discolored, or torn 

	 Before beginning a different task 
	 Before beginning a different task 

	 At least every four hours during continual use 
	 At least every four hours during continual use 

	 After handling raw meat, fish, or poultry and before handling cooked or ready-to-eat food 
	 After handling raw meat, fish, or poultry and before handling cooked or ready-to-eat food 


	 
	As a further health precaution, chewing gum is prohibited   anytime while you are on the clock.  
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	PROPER HANDWASHING PROCEDURE 


	1. Wet your hands with HOT running water. 
	1. Wet your hands with HOT running water. 
	1. Wet your hands with HOT running water. 


	2. Apply approved antimicrobial soap and lather for at least  20 seconds.  
	2. Apply approved antimicrobial soap and lather for at least  20 seconds.  
	2. Apply approved antimicrobial soap and lather for at least  20 seconds.  


	3. Clean under fingernails and between fingers. 
	3. Clean under fingernails and between fingers. 
	3. Clean under fingernails and between fingers. 


	4. Rinse hands thoroughly under running water. 
	4. Rinse hands thoroughly under running water. 
	4. Rinse hands thoroughly under running water. 


	5. Dry your hands with a fresh, disposable paper towel.  
	5. Dry your hands with a fresh, disposable paper towel.  
	5. Dry your hands with a fresh, disposable paper towel.  
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	            SAFETY EXPECTATIONS 
	            SAFETY EXPECTATIONS 
	            SAFETY EXPECTATIONS 


	Figure
	CHEMICAL SAFETY 
	CHEMICAL SAFETY 
	CHEMICAL SAFETY 
	Chemicals are used in our facilities for the purpose of sanitizing and cleaning. An SDS (Safety Data Sheet) Book is available at each location that outlines these chemicals, with proper use. Please be sure to familiarize yourself with these procedures for safe handling for everyone’s safety.  
	Always: 
	 Read the label and instructions 
	 Read the label and instructions 
	 Read the label and instructions 

	 Use no more of a chemical than recommended by the            manufacturer 
	 Use no more of a chemical than recommended by the            manufacturer 

	 Observe safety precautions 
	 Observe safety precautions 

	 Ask questions if directions are unclear 
	 Ask questions if directions are unclear 

	 Properly dispose of empty containers 
	 Properly dispose of empty containers 


	 
	Never: 
	 Mix different chemicals 
	 Mix different chemicals 
	 Mix different chemicals 

	 Store chemicals near or above food storage, preparation or   serving areas 
	 Store chemicals near or above food storage, preparation or   serving areas 

	 Store chemicals in unmarked containers 
	 Store chemicals in unmarked containers 

	 Leave containers uncovered 
	 Leave containers uncovered 

	 Store aerosols near heat or use near eyes or in the vicinity of an open flame 
	 Store aerosols near heat or use near eyes or in the vicinity of an open flame 

	 Transfer solutions containing chemicals prepared by one         employee to another employee 
	 Transfer solutions containing chemicals prepared by one         employee to another employee 




	Figure
	FOOD SAFETY 
	FOOD SAFETY 
	FOOD SAFETY 
	We follow HACCP (Hazard Analysis and Critical Control Points) procedures for food-safe handling in our operations. HACCP is a management system in which food safety is addressed through the analysis and control of hazards from raw material production, procurement and handling, to manufacturing,  distribution and consumption of the finished product. This  includes frequency checking and recording temperatures and taking appropriate actions if food items are deemed             potentially unsafe (in the dange
	 
	Other precautions include: 
	 Do not store raw meats above other food items 
	 Do not store raw meats above other food items 
	 Do not store raw meats above other food items 

	 First received, first used 
	 First received, first used 

	 ALL items stored at least 6” off the floor 
	 ALL items stored at least 6” off the floor 

	 Cover, date, label and store all food in containers at proper    temperatures 
	 Cover, date, label and store all food in containers at proper    temperatures 
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	            ENDING YOUR EMPLOYMENT 
	            ENDING YOUR EMPLOYMENT 
	            ENDING YOUR EMPLOYMENT 


	In the event that you must leave your position, we ask that you provide at least two weeks notice. This will assist your manager in replacing your position and is a professional courtesy. Students who do not provide us with this advance notice and/or fail to work their remaining shifts may not be eligible for future employment in our department. 
	In the event that you must leave your position, we ask that you provide at least two weeks notice. This will assist your manager in replacing your position and is a professional courtesy. Students who do not provide us with this advance notice and/or fail to work their remaining shifts may not be eligible for future employment in our department. 
	In the event that you must leave your position, we ask that you provide at least two weeks notice. This will assist your manager in replacing your position and is a professional courtesy. Students who do not provide us with this advance notice and/or fail to work their remaining shifts may not be eligible for future employment in our department. 
	 
	While student employment has many benefits, it also comes with responsibilities. Students who are terminated for cause, or otherwise violate our policies, may be ineligible for future employment opportunities in our department. Students in this situation are not automatically          discouraged from submitting employment applications; however, any received will be reviewed based on past behavior. 


	Figure
	Figure
	Figure
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	            PERSONAL CONDUCT EXPECTATIONS 
	            PERSONAL CONDUCT EXPECTATIONS 
	            PERSONAL CONDUCT EXPECTATIONS 


	POLICIES (NOT LIMITED TO THE FOLLOWING) 
	POLICIES (NOT LIMITED TO THE FOLLOWING) 
	POLICIES (NOT LIMITED TO THE FOLLOWING) 
	 You are required to swipe your CougarCARD to clock in at your assigned time (not before) in uniform and ready to work. Clock out before changing out of uniform using your CougarCARD. 
	 You are required to swipe your CougarCARD to clock in at your assigned time (not before) in uniform and ready to work. Clock out before changing out of uniform using your CougarCARD. 
	 You are required to swipe your CougarCARD to clock in at your assigned time (not before) in uniform and ready to work. Clock out before changing out of uniform using your CougarCARD. 

	 Notify your immediate supervisor before you leave your work area.  
	 Notify your immediate supervisor before you leave your work area.  

	 Check out with your immediate supervisor at the end of your shift.  
	 Check out with your immediate supervisor at the end of your shift.  

	 Poor customer service will not be tolerated. 
	 Poor customer service will not be tolerated. 

	 Off-duty employees are not to be in any work area or closed facilities. 
	 Off-duty employees are not to be in any work area or closed facilities. 

	 Excessive visiting with friends while on duty, whether they are working or not, is not allowed.  
	 Excessive visiting with friends while on duty, whether they are working or not, is not allowed.  

	 Personal calls will not be made or taken on Dining Services phones except in cases of emergency or to call Women’s Transit. 
	 Personal calls will not be made or taken on Dining Services phones except in cases of emergency or to call Women’s Transit. 

	 Theft of food, equipment, etc., will solicit disciplinary and possible legal action.  
	 Theft of food, equipment, etc., will solicit disciplinary and possible legal action.  

	 Unauthorized or unpaid consumption of food, including leftovers, will be treated as theft.  
	 Unauthorized or unpaid consumption of food, including leftovers, will be treated as theft.  

	 Studying or reading while on duty is not allowed.  
	 Studying or reading while on duty is not allowed.  

	 Eating, chewing gum or tobacco, or smoking is not allowed on the job.  
	 Eating, chewing gum or tobacco, or smoking is not allowed on the job.  

	 Head phones or cell phones may not be used while      working.  
	 Head phones or cell phones may not be used while      working.  

	 Horseplay or roughhousing while on duty will not be       tolerated. 
	 Horseplay or roughhousing while on duty will not be       tolerated. 


	 


	 Use of obscene language is prohibited. 
	 Use of obscene language is prohibited. 
	 Use of obscene language is prohibited. 
	 Use of obscene language is prohibited. 
	 Use of obscene language is prohibited. 

	 Working under the influence of drugs or alcohol will not be tolerated. 
	 Working under the influence of drugs or alcohol will not be tolerated. 

	 Insubordination will not be tolerated. 
	 Insubordination will not be tolerated. 

	 Record falsification, i.e., timesheets, schedules, etc., will be treated as theft.  
	 Record falsification, i.e., timesheets, schedules, etc., will be treated as theft.  

	 All offices are for official Dining Services business at all times. 
	 All offices are for official Dining Services business at all times. 


	 
	All WSU equipment, such as a copier, computer, or fax          machine, are business use only, never for personal use.  
	 
	Awareness and responsibility to report these issues are part of each employee’s duties. If you witness any type of                  inappropriate Personal Conduct, contact Management          immediately. 
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	            PERSONAL CONDUCT EXPECTATIONS  
	            PERSONAL CONDUCT EXPECTATIONS  
	            PERSONAL CONDUCT EXPECTATIONS  


	HARASSMENT 
	HARASSMENT 
	HARASSMENT 
	The administrators of Washington State University reaffirm that harassment will not be tolerated at the University. This stand is consistent with the Equal Employment Opportunity Commission (EEOC) guidelines and the definition of              harassment contained therein. In compliance with this,       University policy requires that all employees maintain          professional relationships with students and supervisors.  
	 
	We will not tolerate any type of abusive or harassing behavior (whether intended or perceived to be intimidating, hostile or offensive) including but not limited to the following: 
	 
	 Telling jokes of racial, sexist, or sexual nature 
	 Telling jokes of racial, sexist, or sexual nature 
	 Telling jokes of racial, sexist, or sexual nature 

	 Making racial, ethnic, or sexual slurs 
	 Making racial, ethnic, or sexual slurs 

	 Any communication, whether spoken, written, nonverbal, or  pictorial, made for the purpose of intimidation or humiliation 
	 Any communication, whether spoken, written, nonverbal, or  pictorial, made for the purpose of intimidation or humiliation 

	 Sexual contact of any nature 
	 Sexual contact of any nature 

	 Abusive and foul language 
	 Abusive and foul language 

	 Displaying or posting pictures which could be offensive to others 
	 Displaying or posting pictures which could be offensive to others 


	 
	If you feel you have been harassed, please contact your        supervisor, Ombudsman or Center for Human Rights. For more information, see the University’s Sexual Harassment Policy: 
	http://safetyplan.wsu.edu/sexualharassment.html
	http://safetyplan.wsu.edu/sexualharassment.html
	http://safetyplan.wsu.edu/sexualharassment.html

	 

	 
	Every effort will be made to maintain confidentiality as         permitted by law and to protect the rights of both the        complainant and the respondent.  
	 
	 


	Figure
	A formal, on-campus investigation can be requested by             contacting the Center for Human Rights. More information may be obtained from the following: 
	A formal, on-campus investigation can be requested by             contacting the Center for Human Rights. More information may be obtained from the following: 
	A formal, on-campus investigation can be requested by             contacting the Center for Human Rights. More information may be obtained from the following: 
	 
	University Ombudsman  Office for Equal Opportunity  
	2 Wilson Hall   223 French Administration Bldg. 
	Washington State University Washington State University 
	Pullman, WA 99164-4002 Pullman, WA 99164-1022 
	(509) 335-1195   (509) 335-8288 
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	                 DISCIPLINARY GUIDELINES 
	                 DISCIPLINARY GUIDELINES 
	                 DISCIPLINARY GUIDELINES 


	WORK PERFORMANCE: FRIENDLY REMINDER 
	WORK PERFORMANCE: FRIENDLY REMINDER 
	WORK PERFORMANCE: FRIENDLY REMINDER 
	When your work performance is unsatisfactory:  
	A Manager, Student Manager, or Supervisor will issue you a  “Friendly Reminder” and will explain to you the expectations of your performance and/or the consequences of continued problems. Our expectations of you will be discussed.  
	 
	When you are issued the form, you will be asked to sign it. This signature indicates that you were given a counseling session along with the form. You do not necessarily have to agree with the action, but you will be asked to sign the form.  
	 
	 
	DISCIPLINARY ACTION: FORM B 
	When serious infractions of Dining Services expectations or personal conduct policies have occurred: 
	 
	A Manager, Student Manager, or Supervisor will issue a            disciplinary Form B and will explain the seriousness and/or the consequences of continued problems. Our expectations of you will be discussed.  
	 
	When you are issued the form, you will be asked to sign it. This signature indicates that you were given a counseling session along with the form. You do not necessarily have to agree with the action, but you will be asked to sign the form.  


	LAYOFF/TERMINATION: FORM C 
	LAYOFF/TERMINATION: FORM C 
	LAYOFF/TERMINATION: FORM C 
	 FORM C—Layoff 
	 FORM C—Layoff 
	 FORM C—Layoff 


	Will be removed from all shifts. May be rescheduled to any available open shifts when all work requirements are met.  
	This form will be issued for reasons such as: 
	  Medical       
	  Medical       
	  Medical       

	  Food Handler’s Card   
	  Food Handler’s Card   

	 FORM C—Level 1 
	 FORM C—Level 1 


	Will be terminated from the issuing unit. Can be rehired one year from the infraction date. A Manager, Supervisor, or Student Manager/Supervisor can issue a Form C.  
	This form will be issued for reasons such as: 
	 Insubordination—refusal to follow Management         directive. 
	 Insubordination—refusal to follow Management         directive. 
	 Insubordination—refusal to follow Management         directive. 

	 FORM C—Level 2 
	 FORM C—Level 2 


	Will be immediately terminated from all Dining Service units where presently employed. Can be rehired after five years from the infraction date. Only a Manager or          Supervisor can give a Level 2 Form C.  
	This form will be issued for violations such as: 
	  Theft: meals, food items, equipment, etc. 
	  Theft: meals, food items, equipment, etc. 
	  Theft: meals, food items, equipment, etc. 

	 Conduct: Possession or use of illegal drugs or alcohol  (immediately before or during your shift); inappropriate conduct. 
	 Conduct: Possession or use of illegal drugs or alcohol  (immediately before or during your shift); inappropriate conduct. 

	 Record Falsification: Falsifying time sheets or Daily       Activity Reports. 
	 Record Falsification: Falsifying time sheets or Daily       Activity Reports. 

	  Threats, Verbal and Physical Abuse 
	  Threats, Verbal and Physical Abuse 


	Disciplinary action need not follow the sequence above.      Disciplinary action may begin at any point in the sequence. Disciplinary guidelines are listed on the following pages.  


	IDENTIFYING CUSTOMER MISUSE OF MEAL CARDS 
	IDENTIFYING CUSTOMER MISUSE OF MEAL CARDS 
	IDENTIFYING CUSTOMER MISUSE OF MEAL CARDS 


	Dining Services offers a reward system to employees who help identify theft or card misuse. Bring it to the attention of     Management and receive two meal passes that may be used in the Dining Center that you work at.  
	Dining Services offers a reward system to employees who help identify theft or card misuse. Bring it to the attention of     Management and receive two meal passes that may be used in the Dining Center that you work at.  
	Dining Services offers a reward system to employees who help identify theft or card misuse. Bring it to the attention of     Management and receive two meal passes that may be used in the Dining Center that you work at.  
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	            DISCIPLINARY GUIDELINES 
	            DISCIPLINARY GUIDELINES 
	            DISCIPLINARY GUIDELINES 


	At the discretion of a Supervisor or Manager a Form B or Form C may be issued as a result of unacceptable behavior or performance.  
	At the discretion of a Supervisor or Manager a Form B or Form C may be issued as a result of unacceptable behavior or performance.  
	At the discretion of a Supervisor or Manager a Form B or Form C may be issued as a result of unacceptable behavior or performance.  
	Note: Reminder = Friendly Reminder 
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	REASON 

	TD
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	1st OFFENSE 

	TD
	Span
	2nd OFFENSE 

	TD
	Span
	3rd OFFENSE 


	TR
	TD
	Span
	Failure to produce Food Worker’s Card within 14 days of employment (May be followed by a Form C) 

	TD
	Span
	Removal from shifts (Layoff) 

	TD
	Span
	 

	TD
	Span
	 


	Improper use of work time 
	Improper use of work time 
	Improper use of work time 

	Reminder or Form B 
	Reminder or Form B 

	Form C 
	Form C 

	 
	 


	Using a cell phone while on the clock  
	Using a cell phone while on the clock  
	Using a cell phone while on the clock  

	Reminder 
	Reminder 

	Form B 
	Form B 

	Form C 
	Form C 


	Engaging in horseplay 
	Engaging in horseplay 
	Engaging in horseplay 

	Reminder or Form B 
	Reminder or Form B 

	Form C 
	Form C 

	 
	 


	Insubordination 
	Insubordination 
	Insubordination 

	Form C 
	Form C 
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	Smoking of any substance or consuming intoxicants while on duty or being on the property during working hours while intoxicated (or    similar behavior involving narcotic, psychedelic, or illegal use of drugs of any type) 

	TD
	Span
	Form C 
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	TD
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	Provoking or instigating a fight or fighting during work hours;        threatening, intimidating, coercing, or interfering with fellow            employees or guests 

	TD
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	Form C 
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	TD
	Span
	 


	TR
	TD
	Span
	Unauthorized use of University vehicle 
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	Form C 
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	Span
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	Unauthorized use of University property and resources; unauthorized  use of other employee’s property  
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	Form C 

	TD
	Span
	 

	TD
	Span
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	Willfully misusing, destroying, or damaging any University or Dining Services property or property of any employee or student 

	TD
	Span
	Form C 

	TD
	Span
	 

	TD
	Span
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	Violation of Dress Code/Hygiene Policy  

	TD
	Span
	Reminder 

	TD
	Span
	Form B  

	TD
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	Form C 
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	Deliberately contributing to unsanitary or unhealthful conditions 
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	Form C 

	TD
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	TD
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	Storing of personal belongings in a non-designated area 
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	Reminder 
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	Form B 

	TD
	Span
	Form C 
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	            DISCIPLINARY GUIDELINES 
	            DISCIPLINARY GUIDELINES 
	            DISCIPLINARY GUIDELINES 


	At the discretion of a Supervisor or Manager a Form B or Form C may be issued as a result of unacceptable behavior or performance.  
	At the discretion of a Supervisor or Manager a Form B or Form C may be issued as a result of unacceptable behavior or performance.  
	At the discretion of a Supervisor or Manager a Form B or Form C may be issued as a result of unacceptable behavior or performance.  
	Note: Reminder = Friendly Reminder 


	Table
	TR
	TD
	Span
	REASON 

	TD
	Span
	1st OFFENSE 

	TD
	Span
	2nd OFFENSE 

	TD
	Span
	3rd OFFENSE 


	TR
	TD
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	Cashiers-Long/Short (1% or more) or incomplete paperwork 

	TD
	Span
	Reminder 

	TD
	Span
	Form B and removal from all Cashiering shifts 

	TD
	Span
	 


	TR
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	Span
	Causing waste of materials, supplies, or food 

	TD
	Span
	Reminder or Form B 

	TD
	Span
	Form C 

	TD
	Span
	 


	Prolonged illness—3+ shifts missed (can return to work upon                  presenting a doctor’s release.) 
	Prolonged illness—3+ shifts missed (can return to work upon                  presenting a doctor’s release.) 
	Prolonged illness—3+ shifts missed (can return to work upon                  presenting a doctor’s release.) 

	Removal from shifts/ (Layoff) 
	Removal from shifts/ (Layoff) 

	 
	 

	 
	 


	Unexcused tardiness—15 minutes or more 
	Unexcused tardiness—15 minutes or more 
	Unexcused tardiness—15 minutes or more 

	Reminder 
	Reminder 

	Form B 
	Form B 

	Form C 
	Form C 


	Unexcused missed shift 
	Unexcused missed shift 
	Unexcused missed shift 

	Form B 
	Form B 

	Form C 
	Form C 

	 
	 


	Working more than 40 hours in a single work week without               management approval 
	Working more than 40 hours in a single work week without               management approval 
	Working more than 40 hours in a single work week without               management approval 

	Reminder 
	Reminder 

	Form B 
	Form B 

	Form C 
	Form C 


	Taking a break or leaving the job without first checking with immediate Supervisor 
	Taking a break or leaving the job without first checking with immediate Supervisor 
	Taking a break or leaving the job without first checking with immediate Supervisor 

	Reminder 
	Reminder 

	Form B 
	Form B 

	Form C 
	Form C 


	Leaving work early without permission of immediate Supervisor 
	Leaving work early without permission of immediate Supervisor 
	Leaving work early without permission of immediate Supervisor 

	Form B or Form C 
	Form B or Form C 

	Form C 
	Form C 

	 
	 


	Using an Earned Meal Slip before working 4 hours 
	Using an Earned Meal Slip before working 4 hours 
	Using an Earned Meal Slip before working 4 hours 

	Reminder 
	Reminder 

	Form B 
	Form B 

	Form C 
	Form C 


	Failure to comply with Substitution Policy 
	Failure to comply with Substitution Policy 
	Failure to comply with Substitution Policy 

	Reminder 
	Reminder 

	Form B 
	Form B 

	Form C 
	Form C 


	Falsifying of time card, any University forms or documents, or forging another’s signature to benefit himself/herself or another through fraud 
	Falsifying of time card, any University forms or documents, or forging another’s signature to benefit himself/herself or another through fraud 
	Falsifying of time card, any University forms or documents, or forging another’s signature to benefit himself/herself or another through fraud 

	Form C 
	Form C 

	 
	 

	 
	 


	Receive 2 or more missed punches on the time clock  
	Receive 2 or more missed punches on the time clock  
	Receive 2 or more missed punches on the time clock  

	Reminder &            Retraining 
	Reminder &            Retraining 

	Form B 
	Form B 

	Form C 
	Form C 
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	                 DISCIPLINARY GUIDELINES 
	                 DISCIPLINARY GUIDELINES 
	                 DISCIPLINARY GUIDELINES 


	Failure to comply with these specific procedures in the time frames outlined above will result in the denial of your appeal. 
	Failure to comply with these specific procedures in the time frames outlined above will result in the denial of your appeal. 
	Failure to comply with these specific procedures in the time frames outlined above will result in the denial of your appeal. 
	 
	The Associate Director will review the appeal and circumstances surrounding discipline. The Associate Director may propose an alternative outcome for the student. If this outcome is              acceptable to the student, the solution will be documented     verbally and in writing.  
	 
	If no alternative outcome is proposed, the Appeals Board will meet in a timely manner and all information will be kept          confidential as permitted by law.  
	 
	The Appeals Board Hearing Format: 
	When all are present, the Chairperson will read the letter of complaint. Then the response statement from the General   Manager involved will be read. Every  party involved and each of their witnesses will be asked to make a statement. The           committee will have the opportunity to ask questions after  statements are given. The Appeals Board must make its decision within three working days. Fairness is guaranteed by the          diversity and impartiality of the Appeals Board. All decisions made by th
	 
	The Appeals Board decision is communicated to the General Manager who issued the original appealed form. A written       response signed by both the Manager and the Appeals Board Chairperson is given to the employee within five days of the   decision. 


	DISCIPLINARY APPEALS PROCEDURE 
	DISCIPLINARY APPEALS PROCEDURE 
	DISCIPLINARY APPEALS PROCEDURE 
	If you do not agree that a disciplinary Form C was warranted, you may appeal it. A Form B and Friendly Reminder cannot be appealed. You have five working days, from receiving the form, to complete steps 1 through 3. 
	STEP 1 Discuss the form with whoever issued it. Student   Manager or Manager. 
	STEP 2 If the Manager was not contacted in Step 1, contact the Manager. 
	STEP 3 If still dissatisfied, contact the General Manager within 5 working days of receiving the form and notify them that you are appealing the decision. 
	  
	 The General Manager will discuss concerns with you. The General Manager will then consult with the       Associate Manager if applicable. The decision that is made will be communicated to the employee both  verbally and in writing. A copy of this response will also be sent directly to the Associate Director of Dining  Services.  
	STEP 4 If you are dissatisfied with the outcome of Step 3, you may write a formal appeal within five working days after you received your written answer from Step 3. A formal appeal consists of a letter representing your point of view along with a copy of the discipline form and a copy of the unit’s answer. Send your formal   appeal and accompanying documents to: 
	  
	 Attention: Associate Director of Dining Services 
	 Washington State University  
	 Dining Services 
	 PO Box 646005 
	 Pullman, WA 99164-6005 
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	The Appeals Board shall consist of: 


	1. Associate Director of Dining Services, Chair 
	1. Associate Director of Dining Services, Chair 
	1. Associate Director of Dining Services, Chair 

	4. Student Employee 
	4. Student Employee 


	2. Manager 
	2. Manager 
	2. Manager 

	5. Student Employee 
	5. Student Employee 


	3. Student Manager 
	3. Student Manager 
	3. Student Manager 
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	             DINING SERVICES OPERATIONS 
	             DINING SERVICES OPERATIONS 
	             DINING SERVICES OPERATIONS 


	You are working for a diverse organization. Dining Services employs 61 full-time staff members and well over 650 student employees in 14 separate operations in 10 different buildings on campus. 
	You are working for a diverse organization. Dining Services employs 61 full-time staff members and well over 650 student employees in 14 separate operations in 10 different buildings on campus. 
	You are working for a diverse organization. Dining Services employs 61 full-time staff members and well over 650 student employees in 14 separate operations in 10 different buildings on campus. 


	Figure
	RESIDENCE DINING FACILITIES  
	RESIDENCE DINING FACILITIES  
	RESIDENCE DINING FACILITIES  
	HILLSIDE CAFÉ (509) 335-3050 and (509) 335-4355 
	Hillside Café is located on the ground floor of the                Wilmer-Davis residence hall. 
	 
	NORTHSIDE CAFÉ (509) 335-3881 and (509) 335-3082 
	Northside Café is located in the Regents residence hall. 
	 
	SOUTHSIDE CAFÉ (509) 335-0119 and (509) 335-3372 
	Southside Café is located in the Stanton J. Hall Rotunda building. 
	 
	RETAIL OPERATIONS 
	CARLITA’S MEXICAN GRILL and FRESHENS (509) 335-8595 is        located on the main floor of the Compton Union Building  
	 
	FLIX MARKET and CAFÉ (509) 335-2741 is located on the ground floor of the Stanton J. Hall Rotunda Building  
	 
	HILLSIDE MARKET (509) 335-1593 is located in the Hillside Café  
	  
	THE MARKET and EINSTEIN’S BAGELS (509) 335-1381 are located in Global Scholar’s Hall  
	 
	TOWERS MARKET (509) 335-1484 is located in Stephenson Complex  


	ESPRESSO BARS 
	ESPRESSO BARS 
	ESPRESSO BARS 
	 
	BUSTAD (509) 335-5543 Located in Bustad Hall 
	 
	CARPENTER (509) 335-8799 located in Carpenter Hall (School of Architecture) 
	 
	CLEVELAND (509) 335-1522 Located in Cleveland Hall (College of Education) 
	 
	CUE CAFÉ (509) 335-3497 Located in the south end of the CUE (Center for Undergraduate Education) 
	 
	LIGHTY (509) 335-8791 Located in the Lighty Student         Services Building (French Admin) 
	 
	SUPPORT OPERATIONS 
	ADMINISTRATIVE OFFICES (509) 335-5498                                                       Located in Rogers Hall 131. 
	 
	CENTRAL PRODUCTION BAKESHOP (509) 335-5037 
	Bakery items for use in all Dining Services units and is located on the ground floor of the Stephenson Center Complex. 
	 
	UNIVERSITY CATERING (509) 335-7230 Off-sight and on-sight catering operations for WSU; on the ground floor of the Stephenson Center Complex. 
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	               EMPLOYEE HAT POLICY & AGREEMENT                 HANDBOOK RECEIPT 
	               EMPLOYEE HAT POLICY & AGREEMENT                 HANDBOOK RECEIPT 
	               EMPLOYEE HAT POLICY & AGREEMENT                 HANDBOOK RECEIPT 


	Print Name 
	Print Name 
	Print Name 


	Employee Signature 
	Employee Signature 
	Employee Signature 


	Date 
	Date 
	Date 


	Employee Signature 
	Employee Signature 
	Employee Signature 


	Date 
	Date 
	Date 


	Employee Signature 
	Employee Signature 
	Employee Signature 


	Date 
	Date 
	Date 


	Print Name 
	Print Name 
	Print Name 


	Print this Page.  
	Print this Page.  
	Print this Page.  
	It must be filled out and returned to the office. It will be kept on file.  
	 
	EMPLOYEE HAT POLICY AND AGREEMENT 
	 
	Your Dining Service’s issued baseball hat is to be worn at all times while at work. Anyone not wearing the appropriate baseball hat will not be allowed to work. Each temporary    employee will be issued one baseball hat prior to their first assigned work shift. You will be required to keep this cap in your possession at all times. Do not leave your hat at work at the end of your shift, as it could disappear. Please take proper care of your hat and bring it to work with you every day. If you lose your hat, y
	 
	I have read and understand the above policy. 
	 
	______________________________________________________________ 
	 
	 
	______________________________________________________________ 
	 


	Figure
	Employee Signature 
	Employee Signature 
	Employee Signature 


	Date 
	Date 
	Date 


	HANDBOOK RECEIPT 
	HANDBOOK RECEIPT 
	HANDBOOK RECEIPT 
	 
	By my signature below, I indicate that I have read and understand the Student Employee Handbook and the reference authorization. I had the opportunity to ask questions about the Handbook, and any questions I had were answered satisfactorily. I understand that my continuing employment with Dining Services depends upon my   compliance with the policies in this Handbook.  
	 
	________________________________________________________ 
	 
	 
	________________________________________________________ 
	 
	 
	REFERENCES 
	 
	I may apply for other jobs in the future. 
	I authorize Dining Services to release my dates of employment, wage, and position title to prospective employers.  
	                                                                                   _____Yes     _____No 
	 
	________________________________________________________ 
	 
	 
	I further authorize Dining Services to release any information        regarding my employment to prospective employers who contact Dining Services.                                                      _____Yes     _____No 
	 
	________________________________________________________ 
	 
	 
	I understand if Dining Services releases any of my written student employment records to prospective employers, the records must contain a printed statement indicating the records cannot be       released to any other parties without my consent. 
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	Issuer Signature 
	Issuer Signature 
	Issuer Signature 


	Date 
	Date 
	Date 


	Employee Signature 
	Employee Signature 
	Employee Signature 


	Date 
	Date 
	Date 


	Employee Name 
	Employee Name 
	Employee Name 


	Issuer Name 
	Issuer Name 
	Issuer Name 


	 
	 
	 
	WSU DINING T-SHIRT AGREEMENT 
	 
	The undersigned employee has received the required uniform T-shirt(s). The em-ployee agrees to maintain the uniform T-shirt(s) in a clean and well-kept condition. The employee will reolace any damaged or lost uniform items at their own ex-pense. The employee is responsible for these articles an must come to work in the uniform that was issued to them. If you lose your T-shirt(s), you will have to pay the current rate set forth by Dining Administration.  
	 
	The uniform T-shirt(s) are considered property of WSUS Dining Services and must be returned upon termination of employment.  
	 
	ITEM ISSUED_____QUANTITY____SIZE_____DATE ISSUED______DATE RETURNED_ 
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