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Please see the following sections for additional information. 

 

Your personal information in s how the contacts you for general purposes, administrative 
purposes, emergencies, and weather closures.   

 

 
 

  
  
  
  
   

 EMAIL AND TOOLS 

Your SSO is also your email account. It will provide access to  
email accounts are hosted on Google and come with the complete suite of Google tools. Email is the primary 
means of communication within   you are required to check your messages regularly. Your account will be 
added to various email distribution lists used within  dependent on what  

 Please speak to the  if you have questions regarding email distribution lists.  
 

  

 
 
 

 
 

 

PHONE AND VOICEMAIL 

Each office has a phone with a  phone number. Information for how to dial within and without campus is 
available . You will need to set up your voicemail. has voicemail set up to go to your email so you will be 
able to listen to voicemail online. ITS has about  phones and voicemail online. 
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● Email  

BUILDING EMERGENCY PLAN 

 has a Building Emergency Plan, which is part of the . Emergency preparedness 
is coordinated by the Emergency Manager. The Incident Management Team (IMT) provides immediate 
comprehensive response to situations that may adversely affect the safety of the  community. The IMT serves 
as advisors to the . If you have questions regarding your Building 
Emergency Plan, the Emergency Operation Plan, or wish to seek additional training, please contact the emergency 
manager. 

Emergency Management: 

● Phone:(  
● Email:  
● URL:  

BUILDING EVACUATION 

If  needs to be evacuated, please use the following guidelines: 

1. Evacuate the building calmly and quickly. 

2. If you are in class, ensure that ALL students evacuate the building. 

3. Use the closest exit when leaving the building. 

4. Do not use elevators during an emergency evacuation of the building. 
 

BUILDING POLICIES 

Food and Beverages: It is preferred that all food/beverages remain outside of classrooms except when an event is 
catered. Cooking on-site within  is not allowed, this includes mobile burners, griddles, etc. 

Signs and Flyers: Designated bulletin boards and easels are available throughout the building for the posting of 
flyers and signs. You may attach materials to these surfaces with either staples or thumb-tacks; do not use tape, 
adhesive, nails, or screws. Do not attach materials to doors, glass, walls, stairs, or furniture; any notices posted 
outside of designated areas will be immediately removed. 

Furniture: Do not remove tables, stools or chairs from the lobby area, . If you rearrange 
furniture in a , you must return it to the original arrangement after your  meeting. If you bring a 
table and/or chairs, you must remove them within 24 hours or they will be .  

Property Damage: Any damage or excessive cleaning needed because of a group's activity will be charged to that 
group 

Custodial Services: Custodial staff performs a variety of duties during the day. If you host an event between 6:00 
PM Saturday and 7:00 AM Monday, custodial services will charge overtime for cleanup.  Please see the Information 
(last) section of this document for more services. 
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ACCESS AND KEYS 

Card readers are situated at the east and west exterior entrances to the building (all others require an exterior key, 
which must be authorized by the building manager). Use your  to access the building at the appropriate 
entrances.  
 

 building hours: 
● 7:00 AM – 11:00 PM Monday through Friday,  
● 7:00 AM – 10:00 PM on Saturday and Sunday. 
● Holiday closures  

You will also receive a key for the suite to which your office is located, and your office key. If key access to other 
parts of the building is deemed necessary, you must complete a  which must be approved by 
your supervisor/building manager, and submitted to . 

All keys are requested and authorized through the  The keys issued are numbered and you 
are the assignee of record. If you lose a key, please notify the  immediately. In most cases, a new key 
can be made and reissued. If it is determined that there is a security issue, an area may be rekeyed, in which new 
keys will be issued. 

FACULTY AND STAFF LOUNGE 

Small kitchenettes with microwaves and refrigerators/freezers are available for use by  
  Please do not offer the use of these rooms to . 

Please do your part to help keep the lounge(s) clean: 

● WASH YOUR HANDS. 
● Keep the table(s) clean and clear when not in use; clean up after yourself. 
● Remove food items over a week old from the refrigerator(s) and freezer(s). 
● If something you are reheating explodes or overflows in the microwave, clean it out. 
● Promptly dispose of waste in the appropriate receptacles; recycling bins are available in the main hallway. 
● Do not leave dirty dishes or food items in the sink (or your office); this is a service to your colleagues as 

well as an effort to reduce pests (mice do get into the building). 
● Notify the building manager if an appliance stops working, if there is a leak, or there is no soap. 

WORKROOM AND MAILBOXES 

All have a mailbox in the workroom,   mail is delivered once a day. Mail that 
is too large for mailboxes are placed in marked cabinets. This is the mailroom for the entire building, so it is 
important to check your mailbox daily – it is required of you as an employee to maintain all forms of 
communication in use by the , and to reduce mail clutter in this group use area. 
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At any time, on  click on “About Me” and “Training and Development” to see what training is available, in 
progress, or completed. You can also “Explore Library” to find additional training. 

When completing training, please note: 

● Use your name as it appears in your employee record. This is important in order  
to update your certification. 

○ Type your name exactly as it’s spelled and punctuated in your employment records. Do not use a 
nickname or preferred name, or substitute your middle name, or add a middle initial. Please do 
not omit or add punctuation, blank spaces, or extensions that don’t match your employment 
records. If you do have an extension such as III, type your last name, then one space, then the 
extension. 

○ If you don’t know the manner of which your name is listed in your employment record, login to 
 click on the “Personal Information” section, and use the  and 

Username” [top-most]  link. 
● Upon completion, provide your training certificate to your supervisor via email, and save a copy for your 

records.  

TITLE IX TRAINING 

 is an Affirmative Action and Equal Opportunity (AA/EO) employer, thus prohibits illegal discrimination on the 
basis of race, religion, color, national origin, citizenship, age, sex, physical or mental disability, status as a protected 
veteran, marital status, changes in marital status, pregnancy, childbirth or related medical conditions, parenthood, 
sexual orientation, gender identity, political affiliation or belief, genetic information, or other legally protected 
status. 

This policy therefore affects employment policies and actions, as well as the delivery of educational services at all 
levels and facilities of the . suggests using the following non-discrimination statement in syllabi and 
other such documents and correspondence: 

 is an affirmative action/equal opportunity employer and educational institution.  The 
 does not discriminate on the basis of race, religion, color, national origin, citizenship, age, sex, 

physical or mental disability, status as a protected veteran, marital status, changes in marital status, pregnancy, 
childbirth or related medical conditions, parenthood, sexual orientation, gender identity, political affiliation or 
belief, genetic information, or other legally protected status. The commitment to nondiscrimination, 
including against sex discrimination, applies to students, employees, and applicants for admission and employment. 
Contact information, applicable laws, and complaint procedures are included on statement of 
nondiscrimination available at ” 

You are a “responsible employee” under Title IX. Being a responsible employee means that you must report all 
relevant details regarding alleged incidents of harassment or sexual assault that you become aware of to your 
campus  within 24 hours. 

To complete the required training, log into the , and search for “Title IX” if it’s not listed on your 
dashboard. 



















23  _______________________________________________________________________    

GENERAL SUPPORT SERVICES (GSS) 

GSS operates  printing, parking, recycling, mail, surplus and relocation services. 

COPY AND PRINT CENTER 

The Copy and Print Center provides a variety of services including - but not limited to - business cards, letterhead, 
folding, book binding, brochures, large format posters, banners, etc. 

Copy and Print Center: 

● Location:  
● Address:  
● Phone:  
● Email: u 
● URL: 

PARKING SERVICES 

provides parking permits and enforcement for  campus. All employees and students are 
required to either use a parking permit or pay for parking at provided kiosks in each parking lot. 

Parking Services 

● Location:  
● Address:  
● Phone:  

○  
  

● Email: 
○  
  

● URL:  

RECYCLING SERVICES 

Recycling pick up is provided on an as needed/request basis. Departments that have recycling bins to be emptied 
should contact recycling services to request pick up. 

Recycling Services 

● Location:  
● Address:  
● Phone:  
● Email:  
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: 

Sign in with your SSO credentials: 
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TRAVEL 

 has a travel coordinator to assist you with travel arrangements. Travel arrangements are 
managed in the , which you can access using your SSO credentials. Additional resources are 
available below: 

●   
  

Travel Portal: 

● Phone: (  
● Email:  
● URL: 

 

ROOM SCHEDULING  

 is a scheduling and space management system that is the central scheduling system for . Anyone with 
active SSO credentials has access to e. It allows  across the  to:  

● See information and availability of  spaces, equipment and services.  
● Reserve or request rooms and other spaces on .( The ability for you to reserve or request a 

space depends on how it has been set up by the department that schedules it.)  
● Publish events and important dates to various web calendars. This includes calendars tied to 

the  publications sent by email. 
● Reserve equipment and services provided by ITS. This includes technical assistance before your 

event. 
● Request equipment and services provided by conference services. Fees do apply and vary depending on 

equipment and services requested. 
● Request parking fees be waived in parking lots and garages during your event (fees may apply). 
● Some other departments have equipment specifically for use in their rooms that can also be reserved or 

requested. 

For more information regarding access and use of  

  
  
  
  
  

 

● Contact:  
● Phone:  
● Email:  
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● URL: 

EVENT SERVICES AND POLICIES 

In addition to reserving spaces via , you can reserve larger venues - as well as rent additional 
equipment - via . For example,  can 
accommodate up to 926 guests! 

Basic event policies: 

● Neither  provides tables for events outside of what is already available in s or 
conference rooms upon reservation.  

● For events outside of the (e.g., lobby) or other locations on , you will need to 
coordinate with Events and Conferences Services for table rentals including arrangements for drop-
off, setup, and pick-up.   

● You must remove all empty alcohol containers from the premises (see alcohol waiver permit). If your 
event involves catering, you must make sure your catering services return to pick up remaining food and 
associated items by the end of your event. 

 Events and Conferences Services: 

● Location:  
● Address:  
● Phone:  
● Email:  
● URL:  

CATERING 

catering service  provides services during the . If you 
wish to use their services, contact them well in advance of the event to plan for catering. Please note, food set-up 
must be placed outside classrooms. 

Dining and Catering: 

● Name:  
● Phone:  
● Email:  
● URL:  

CUSTODIAL SERVICES 

The majority of the  cleaning work is performed by  during the night 
shift when facilities are vacant. However,  custodial staff performs a variety of duties during the day including 
cleaning and vacuuming restricted areas, wet and dry clean ups, maintaining restroom supplies, emergency 
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●  
  
  
  
  

 Health and Wellness Benefits: 

● URL:  

  

 
 

 

 

  
  
  
  
  

  




