
















Because drug and alcohol abuse affects the health, safety, and well-being of all employees and 
students and restricts the University’s ability to carry out its mission, the University of 
Minnesota: 
(1) prohibits the unlawful possession, use, or distribution of alcohol and illicit drugs by 

students and employees on all campuses and at all facilities of the University, or as part 
of the University’s activities; and 

(2) prohibits the unlawful manufacture, distribution, dispensation, possession, or use of 
controlled substances in the workplace. 

(3) It is against the University of Minnesota’s policies and University Service’s work rules to 
report to work and/or engage in work under the influence of alcohol and/or any other 
mood-altering chemical.  

 
Employees who violate the prohibition against illicit drugs and alcohol and or the work rules 
prohibiting reporting to work and/or engaging in work under the influence of alcohol or illegal 
drugs are subject to discipline, up to and including termination. 
    
Employee Assistance Program 
The University’s Employee Assistance Program (EAP) is a free and confidential counseling, 
assessment, and referral service for you, your immediate family, and significant others.   
The program offers help for a wide range of problems and concerns, including alcoholism and 
drug dependency, marital difficulties, stress, depression, difficulty with coworkers, and legal and 
financial problems. Experienced counselors are available to help you determine the nature of 
your problem and develop a plan for resolving it.  If your problem is a crisis, counselors will help 
you as quickly as possible. 
 
The program is also a clearinghouse for information on community services available outside the 
University.  The counseling staff will refer you to community resources when appropriate. EAP 
also offers training and education programs that teach employees effective management 
techniques for solving personal issues, and consultation services for managers and supervisors. 
 
As required by federal law, your participation in EAP is totally confidential.  Program staff will 
not release any information you give them without your express permission.  Offices are located 
on campus for your convenience.  No information will be placed in your personnel file, nor will 
your supervisor or any other University employee be informed of your participation unless you 
choose to disclose that information yourself. 
 
Contact EAP at (612) 626-0253 for further information or to make an appointment.  You may 
also visit the EAP web site at http://www.umn.edu/ohr/eap/. 
Section 1.01 After-hours Crisis Services services are available Weekdays 5 p.m. - 8 a.m., 24 
hours on weekends and holidays by calling 612-672-2195 or 1-800-225-5327.  This service is 
provided by Fairview EAP. 
 
Work Life Effectiveness Program 
The Work Life Effectiveness Program is a system-wide effort to support faculty and staff in 
managing their work, family, and personal responsibilities. Through workshops, group 
discussions, and on-site seminars for departments and work units, the Work Life program 
connects people with resources, coordinates programs, and offers free, confidential consultations. 
You may contact the work life coordinator at 612-625-3531 or at http:www.worklife@umn.edu. 
 
 



Wellness Program 
The Wellness Program is pointing the way to better health and well-being for University 
employees and their families. The program offers: 

• Web-based resources and financial incentives to create a healthier you  
• Ask Mayo Clinic nurse line  
• summertime Farmers Market  

To learn more about the wellness program call 612-626-WELL (9355), 1-888-433-WELL (9355), or visit 
well@umn.edu. 

Career and Personal Development 
Promotion and Transfer   
You are encouraged to seek promotional opportunities at the University. You can find out about 
new openings and promotional opportunities by calling the University Job Line at (612) 664-
9660, or by accessing the University of Minnesota Human Resources Web site at 
http://www1.umn.edu/ohr/jobs. 
 
Job and Personal Development 
The University encourages you to have a plan for self-development and career growth.  
Continuing to learn and grow on the job will increase your satisfaction with your work.  You 
should discuss plans for building job skills and moving toward your career objectives with your 
supervisor during your performance appraisal. 
 
University Services Human Resources offers on-site training in various work-related topics, as 
does the University’s Central Human Resources Department.  Watch the employee bulletin 
boards for notices about upcoming training opportunities, or access the information via the 
Internet at http://www.uservices.umn.edu/hr/ and click on training.   
  
Regents’ Scholarship 
Employees who work at least 75% time may, with their supervisor’s approval, register for 
tuition-assisted University courses. Use of Regent Scholarships shall be during non-working 
hours.  The only time you may take a course during working hours is when you are enrolled in a 
degree program, the class is a requirement for the program, and is only offered during working 
hours.  You must have your supervisor's approval to take the time off and to make up the time 
you will miss from your job. If your supervisor requests that you take a class to further your job 
skills, you may not have to make up the missed work time.  Application forms and further 
information are available by calling Employee Benefits (612) 624-9090 or Human Resources 
(612) 624-1536.  Please also visit their Web site at http://www.umn.edu/ohr/eb/. 
 
Disciplinary Procedure 
It is our policy to handle discipline problems, including violations of work standards, fairly and 
consistently.  Specifics of the disciplinary process are outlined in collective bargaining 
agreements and Civil Service Rules. 
 
Grievance Procedure 
The employee grievance procedure is outlined in the collective bargaining agreements and Civil 
Service Rules.  Grievance forms must be filed within the time limits specified in the appropriate 
collective bargaining agreement or Civil Service Rules or the grievance shall be waived. 
 
 
 
 



Phone Numbers & Web Addresses 
 
 Emergency      911 

 
University Services       
Human Resources     624-1536           
www.uservices.umn.edu/hr/ 
Workers Compensation    626-0552 

 www.uservices.umn.edu/workcomp/ 
 

University of Minnesota    625-5000   
www.umn.edu/ 
Central Human Resources    625-2000   
www.umn.edu/ohr/ 
Child Care Center     627-4014 

 www.education.umn.edu/ChildCareCenter/ 
Disability Services     624-3316 
ds.umn.edu/ 

 Employee Assistance Program (EAP)  626-0253 
 www.umn.edu/ohr/eap/ 

Employee Benefits     624-9090 
 www.umn.edu/ohr/eb/ 

Employee Career Enrichment    626-0774    
www1.umn.edu/ohr/ecep 
Environmental Health & Safety    626-6002 
www.dehs.umn.edu/ 
Escort Service      624-WALK (9255)  
www.escort.umn.edu 
GLBT Programs Office    625-0537 
www.umn.edu/glbt/ 
Motorist Assistance Program    626-Park (7275) 
www.umn.edu/parking/ 
Office of Equal Opportunity &    624-9547 
Affirmative Action  

 www.EOAffAct.umn.edu/ 
Parking Services     626-7275 
www1.umn.edu/pts/ 
Police        624-3550 
www.umn.edu/umpolice/ 
Regents’ Scholarship Program   624-9090 
www1.umn.edu/ohr/eb/uplan/tuition.htm 
U Card Office      626-9900 

 www.umn.edu/ucard/ 
 Wellness Program     626-9355 
 www.well@umn.edu 

Work Life Effectiveness Program   625-3531   
www.worklife@umn.edu 



 
Union Information 
AFSCME - Clerical    (612) 379-3918 
www.mtn.org/afscme3800 
AFSCME – Technical     379-3933 
www.members.tripod.com/~local3937 
Graphic Communications Int’l 
Local 1B       788-9643 

 Local 1M     (651) 645-0833 
LELS        293-4424 
http://www.lels.org/ 
Teamsters Local 320     (612) 378-8700  
www.teamsterslocal320.org 

  
  

 



 

Acknowledgment and Receipt 

University Services 

Employee Handbook 
As an employee of University Services, I acknowledge that I have received this handbook, and 
that I am responsible for understanding its contents.     
 
 
______________________________________________________________________________ 
Employee Name (Please print)     Employee ID # 

 
 

______________________________________________ 
University Services Department 

 
 
 

Employee Signature           Date 
                                                                                               

 



 

Creating A Strategy Focused Organization: 
5 Principles  
 
 
Principle 1, Translate the Strategy to Operational Terms 
 

A Strategy-focused organization translates strategy into action when it organizes a “strategy map” framework of 
cause and effect between its strategic objectives, then operationalizes these objectives with measures which, 
considered as a group, comprise a Balanced Scorecard. This “hypothesis” about how the strategy will create 
value involves objectives drawn from, at a minimum, four perspectives: Financial, Customer, Internal Process, 
and Learning and Growth. 

 
 What is the Balance Scorecard? 
 

The Balanced Scorecard is powerful framework to help organizations rapidly implement strategy 
by translating the vision and strategy into a set of operational objectives that can drive behavior, 
and therefore, performance. Strategy-driven performance measures provide the essential feedback 
mechanism required to dynamically adjust and refine the organization’s strategy over time. The 
Balanced Scorecard concept is built upon the premise that what is measured is what motivates 
organizational stakeholders to act. Ultimately all of the organization’s activities, resources, and 
initiatives should be aligned to the strategy. The Balanced Scorecard achieves this goal by 
explicitly defining the cause and effect relationships between objectives, measure, and initiatives 
across each perspective and down through all levels of the organization. Developing a Balanced 
Scorecard is the first step in creating a strategy-focused organization. 

 
 
Principle 2, Align the Organization to the Strategy 
 

A Strategy-focused organization achieves strategic alignment when the whole of the organization exceeds the 
sum of its parts. This synergy occurs when all parts of the organization focus on strategic themes and priorities 
as defined by their strategy map and corresponding Balanced Scorecards for the corporate, business unit and 
support units. 

 
 
Principle 3, Motivate by Making Strategy Everyone’s Job 
 

Strategy-focused organizations motivate their people to execute strategy when they use the Balanced Scorecard 
as a communications tool for educating every single associate. As individuals set personal work objectives 
which align with the organization’s Balanced Scorecard, and are thereafter rewarded with compensation and 
recognition—for both individual and team accomplishment—the strategy becomes part of their everyday jobs. 

 
Principle 4, Adapt by Making Strategy a Continual Process 
 

Strategy-focused organizations adapt their management systems so that both strategy and tactics are managed as 
a “double-loop” process on a continual basis. They accomplish this by linking strategy to the budgeting process 
(yielding both operational and strategic budgets), to the management meeting (yielding both operational and 
strategic performance reviews), and to the learning process (yielding both operational and strategic information 
systems). 

 
 



 

Principle 5, Mobilize Change Through Executive Leadership 
 

A strategy-focused organization mobilizes change when executives launch and manage a strategy-driven change 
process with visible energy and committed ownership. The typical executive champions a strategic change by 
establishing a sense of urgency, creating a guiding coalition, and developing a vision and strategy to guide 
behavior. After the change process is launched, a revised governance system navigates the transition, followed 
by more permanent structural changes in the management system which affects resource allocation and 
compensation. 

 
Source & Resource: Balances Scorecard Collaborate (http:bscol.com/) 



 



 

 

New Employee  
Helpful Sites  
 
 

 
Parking 
 
There are a variety of different public and contract parking options available at the University of 
Minnesota. Visit http://www1.umn.edu/pts/parking.htm for more information. 
 
U Card 
 
The U Card identifies you as a student, staff or faculty member of the Twin Cities campus. Your 
first U Card is free and can be obtained at the U Card Office. Please call the main U Card Office 
first to verify that you're on the system before you make the trip. Bring your driver’s license, 
state ID or passport and be prepared to have your picture taken (no hats or sunglasses). The U 
card can be used for campus ID purposes, checking out materials, campus discounts, as a calling 
card and more!  
 
For more information about the U Card, visit http://www1.umn.edu/ucard/.  
 
U Self Service 
 
Want more information regarding benefits, direct deposit, pay statements, reimbursements, 
retirement or vacation time? These along with many other actions are available directly at the 
University’s Self Service site, http://www.hrss.umn.edu/.  
 
Campus Maps 
 
Need to find a specific building? Or need directions from one building to another? Visit 
http://onestop.umn.edu/Maps. 
 
Other 
 
For additional help please visit the University New Employee site,  
http://www1.umn.edu/ohr/newemployee/.  



 

Facilities Management 
Glossary of Terms 
 
 
 
A&E: Architect and Engineer 
 
AD: Associate District Director 
 
BA: Business Agent 
 
BSAC: Building Systems Automation Center 
 
CCC: Customer Custodial Concerns  
 
CPPM: Capital Planning & Project 
Management 
 
CW: Chilled Water 
 
DD: District Director 
 
EFS: Enterprise Financial System 
 
FAMIS: COMPASS 
 
FAST: Fire Alarms and Suppressions Testing 
 
FCA: Facilities Condition Assessment 
 
FLS: Fire Life Safety 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
KPI: Key Performance Indicators 
 
M&O: Maintenance and Operations 
 
MOR: Monthly Operating Review 
 
OCM: Office of Classroom Management 
 
OHR: Office of Human Resources 
 
PBES: Performance Based Evaluation 
System 
 
R&R: Roles and Responsibilities 
 
RFP: Request for Proposal 
 
SLA: Service Level Agreement 
 
SR: Service Request 
 
USIT: University Services Information 
Technology 
 
WO: Work Order 
 




