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UIS EMPLOYMENT INFORMATION
Paperwork 

The following forms are located at the Office of Student Employment (Financial Assistance Office)
Student Life Application – Internal application only, qualifies you for an interview
Application for Student Employment - This MUST be filled out upon hire.  It is obtained through Kathy Dehen in Financial Aid (UHB) after hiring.  YOU WILL NOT GET PAID UNTIL THIS IS COMPLETED.  NOTE: Hiring is contingent on this application
I-9 Form - The Employment Eligibility Verification (I-9) form must be completed before you start work at UIS.  You will be required to show two forms of identification. To be completed once every three years. A Social Security Number and Birth Record will be required.
 W-4 Tax Form - Students will then go into “Nessie” and complete the remaining new hire paperwork online. The W-4 and banking information is included in this. http://newhire.uihr.uillinois.edu. 
TIME SHEETS

Time sheets must be filled out Electronically and Paper Form and submitted by Friday by 5 pm of pay day week. Any later and you will not be paid on time!!!!
· Submitting times sheets electronically 

· Go to https://apps.uillinois.edu
· Then go to Employee Self-Service

· Then go to Web for Employees

· Then go to UIS

· Lastly enter your Enterprise ID to access your time sheet

All time sheets must be approved by Director of Student Life, Assistant Director of Student Life or Student Organization and Leadership Coordinator in order to get paid.
Paper forms are located on the blackboard site and on the wall of forms

Paychecks

The pay period runs from Sunday through Saturday. Paychecks are issued on a bi-weekly basis on a Wednesday and must be direct deposited. 
Training and Meetings

All employees are required to attend a training session at the beginning of each semester.  Training should be viewed as an ongoing process.  There will also be a mandatory staff meeting each month.  You will be paid for training and staff meetings.

Schedule
The schedule will be set at the beginning of each semester.  Once the schedule is set, you are responsible for your hours each week. *It is the responsibility of the individual to find coverage for his or her shift(s).*  The campus depends on you to be there in order to keep the offices staffed and open.  
During the academic year a student employee can work no more than 25 hours per week if a domestic student, 20 if an international student.  During summer sessions and academic breaks a student employee can work no more than 37.5 hours per week.  
STUDENT EMPLOYEE RIGHTS

Student employees are governed by the State Universities Civil Service System Statues and Rules on all issues except on the matter of summer employment where they must be registered for a minimum of 3 hours to work as a student worker. Those not enrolled may keep their student status in the payroll system if they are registered in both the spring and following fall but they must have FICA and Medicare taxes taken from their checks (IRS ruling). Students may work up to 37.5 hours per week during the summer; they may combine more than one job to do this since many departments do not need workers for that many hours in the summer.

This information is accessible from the University of Illinois Human Resources website:  The section that specifically deals with Student Employees is Section 250.70.
GENERAL JOB EXPECTATIONS AND RESPONSIBILITES
The University relies heavily on and highly values its student workers. Your first priority is academics, but while you are at work, you are expected to approach your job professionally and give 100%. Just like any other job, your part-time student job requires commitment. Your job as a college student will form the foundation for your working life. Even if the job is not related to your major or career goals, it will help you to learn about the work world and acquire general work skills that will be useful to you when you graduate.

Students are expected to:

· Report to work at the scheduled time.

· Complete duties and not conduct personal business while at work.

· Work with a cooperative and positive attitude

· Notify the supervisor as soon as possible of any changes in work schedule and of projects or exams which may interfere with work schedule (this includes quitting a job).

· Keep an accurate record of hours worked.

· Submit completed timesheet to supervisor on time.

· Adhere to any confidentiality/security agreements set forth by employer

· Notify each supervisor if employed in more than one location on campus

· Notify supervisor of job-related accident

· Dress appropriately for workplace

· Maintain the required enrollment of at least 6 hours in the spring and fall, and 3 hours in summer and notify supervisor if enrollment goes below.

· Notify Student Employment of any problems with a supervisor or work situation that can not be resolved.

· Not work during times when their enrolled classes are meeting. 

Performance Reviews (See APPENDIX)
Each employee will be reviewed by the Assistant Director of Student Life after one full semester and on a yearly basis.  This review will allow both the supervisor and employee to discuss his/her job performance during the present semester.  The evaluation interview also allows the student employee another chance to present any problems, suggestions, and general comments.
Raises
Employees are eligible for raises at semester based on the performance review and the budget for student employment (see Appendix) – You must be in good performance standing, fulfilling all required duties of your position.  Raises can range from 5 cents to a maximum of 25 cents if available and eligible.  

DISCIPLINARY PROCEDURES
Grounds for disciplinary action include, but are not limited to:

· Tardiness

· Unexcused absenteeism

· Reluctance or failure to meet job requirements as listed in the job description

· Excessive use of phone or computer for personal communications

Disciplinary action will be handled through the following procedures.  Although, some situations may require more severe and immediate action.

· A verbal warning will be given at the time of an incident, and a letter will be

placed in the employee’s permanent file.

· A written warning will be given after the second offense, and a copy will remain in the      employee’s file.  The employee will then be placed on probation.

· If improvement does not occur within one month, the employee will be given a written notice of dismissal from employment.
Termination

Immediate dismissal will occur for a serious offense.  Reasons for immediate dismissal may be, but are not limited to the following:

· Theft (products or money)

· Insubordination

· Disclosure or use of confidential information for any reason

· Intoxication/drug usage while on the job

· Damage to facilities/equipment intentionally or through negligence

· Allowing unauthorized use of facilities or equipment

· Falsification of a time card

· Refusal to carry out Student Life Duties

· Sleeping on the job
· Failure to attend a mandatory meeting without prior approval

Every employee has the right to appeal if he/she feels that the dismissal is unfair, untrue, or that there are extenuating circumstances.  The employee should use the following procedure:

· Forward a written statement appealing the dismissal to the Director of Student Life within five working days after the dismissal.  This statement will be shared with the Assistant Director of Student Life.

The Director of Student Life will respond to the appeal within five working days of receiving it.
STUDENT LIFE EMPLOYMENT POLICIES AND EXPECTATIONS
Absenteeism
A good employee is seldom absent from the job.  Being absent is a burden on your fellow workers.  If any employee knows he/she will not be able to work a scheduled shift, he/she should arrange for a substitute well in advance and follow the proper procedures.  It is the responsibility of the employee to arrange for another employee to substitute for him/her.  
*If there is an emergency and you are unable to work:

Contact Wendy (cell: 217-691-5464 or office: 206-6671) immediately, if she cannot be reached contact the Assistant Director of Student Life (Cell: 217-299-2417 or 206-8312) and/or the Student Life Office (206-6665).  Also please contact the person working before your shift and the person working after your shift.
Please note emergencies include illness, death in family, and unforeseen events.  It does not include attending academic or social events, group meetings, or family gatherings.  Lack of planning on your part does not entail an emergency on ours.

Switching Shift Procedures
It is imperative that employees follow the guidelines below for switching shifts.  Remember it is the responsibility of the employee to arrange another Office Assistant to substitute for him/her.

1. Go to the Student Life Blackboard Page

2. Click on the discussion board

3. Add a thread describing the day and times you need someone to cover your shift.
a. This method time stamps your entry

b. You must add a new thread for each shift you are requesting
4. Using Blackboard, send an e-mail to all participants (this includes Staff Clerk, and Asst. Director) notifying them of the posting.

a. If you choose, you may also contact people individually

5. An employee who offers to take the shift must also post under the original thread in Blackboard.  This posting can only be done by the employee who will be covering the shift, not the individual who needs someone to cover their shift.  This provides the Assistant Director verification that another employee has accepted responsibility for the shift.

6. Once the verification is posted send an e-mail to the Staff Clerk notifying her/him that the shift has been taken. 
Tardiness

Employees are expected to be prompt and ready for work at their scheduled work time.  Being ready to start work on time is an important part of being a team player and good employee.  Plan ahead!  Remember being late to work will affect others and their classes or plans.  You are expected to report to work 5 minutes prior to your scheduled time to enable smooth transition and communication with the employee preceding you.  In extenuating circumstances, if you are delayed, call ahead and notify the employee before you.  Excessive tardiness will not be tolerated and will result in termination.
CoMMUNICATIOn BETWEEN SHIFTS

Communication between shifts is imperative to maintain the quality of service in Student Life. When at all possible, leave an electronic post it note on the computer documenting the problem/incident for the next employee in addition to speaking to him/her.
Illness/Injury ON DUTY
If you become ill or sustain an injury while working…

During normal business hours – Contact the Staff Clerk immediately, if he/she cannot be reached contact the Assistant Director of Student Life and/or the Director of Student Life.  
After normal business hours- If an emergency call the police then please try to contact the Assistant Director of Student Life.  If possible try to find a replacement.
DRESS Code
All employees are expected to be neat and clean at all times.  No bare feet, cut-off shorts or swimsuits are to be worn while on duty.  Failure to observe these guidelines will result in a warning or dismissal.
Breaks

All employees are mandated to take a half an hour unpaid break ONLY if they are working for more than six continuous hours.  In the above circumstance, it is required that the employee punch in and out for his/her break.  Employees who work less than six continuous hours are able to take short breaks when necessary (not to exceed one 15 minute break every four hours).

Smoking

UIS is a smoke-free institution.  Smoking is permitted outside at designated smoking areas only.  
Drug/Alcohol Abuse

The use of alcohol and other drugs on the job is not permitted.  Violation will result in immediate termination as well as possible college disciplinary action.  If you are taking medication prescribed by a doctor that would affect your job performance, you should inform your supervisor.
FOOD AND Drink

Personal food and drink is permitted at the desk, although extra precautions must be made to ensure cleanliness and sanitation.  Additionally, it should not interfere with your work or cause an excessive mess.  Do not leave containers or food around the office.  Abuse of this policy will cause such privileges to be revoked.  

Friends and Socializing 

Personal socializing should be kept to a minimum.    Employees are not allowed to use personal cell phones while on duty.  Friends or personal businesses should never interfere with your work. Both the Student Life Office and the Student Organization Center are meant to be fun atmospheres.  We want to maintain a balance of productivity and fun.  

dROP IN rEVIEWS

A supervisor may conduct drop in performance reviews on staff members.  These reviews are designed to identify strengths and weaknesses and to aid in the training of staff members.  See Appendix for an example evaluation form.   

Telephones

Phones are for college business use only!  Personal calls from the Student Life phone should never be made off-campus without prior approval.  Employees are not allowed to use personal cell phones while on duty.
Grievances

Respect your fellow team members, cooperate with them, and consider their needs; and you will find that they will reciprocate.  If you have a complaint about another employee, please try to talk to that person before talking to your supervisor.  If you have a problem with your supervisor, first try to work things out together before to his/her supervisor.  Any grievance about a procedure, policy, or person should be directed to the Assistant Director of Student Life and subsequently Director of Student Life.
RECOGNITION

If you see another employee demonstrate great customer service, let the staff clerk or Assistant Director of Student Life know.  We will pass on the compliments and reward that person.
COMPUTER USAGE, STUDYING, & PRINTING

The Student Life computer located on the counter and accompanying printer are ONLY for use by the Student Life Staff.  Only staff members are allowed to print from the staff computer.  Please use this privilege sparingly.  If you have completed your work assignments and there are no customers to help, you may use the computer or study.  HOWEVER, you must stop either of these activities immediately if the phone rings, a customer comes to your area, or a project comes up.
Each employee is allotted 50 free prints or copies per semester that must be logged into the COPY LOG FORM at the desk. 

GOING TO THE BURSAR

All students will be required to show their University Identification card (UIS I-Card) when doing business with the Bursar. Please remember this policy.
STUDENT LIFE PROCEDURES
OPENING AND CLOSING PROCEDURES
Opening

· Turn on all lights

· Make sure all of the computers are on

· Check all desks for any projects

· Start Daily Report

· On Monday and Thursday print out student life e-mails and place in Student Life info file

· Make sure the printer and fax has sufficient paper

· Distribute any messages that came in on the fax

· Distribute mail

· Check weekly task sheet

Closing

· Ensure all mail is sorted before you leave

· Make sure all trash is removed from the floor and desk area

· Turn off lights in closets and side rooms, shut doors to back rooms

· Make sure desk area is organized and tidy, and push in all chairs

· Turn off all computers (Friday only)
On Fridays, go to the desktop, right click on the DAILY REPORT, choose the option “SEND TO – MAIL RECIPIENT” and send the copy to Beth at bhoag2@uis.edu . 
PHONE ETIQUETTE AND PROCEDURES 
When ever you pick the phone be enthusiastic. Say “Hello” in a confident voice, followed by the name of the place “Student Life” and don’t forget to introduce yourself “I am “your name” “and then ask how you can help them, sound polite to the person you’re answering. 

First determine exactly what the customer needs.  We often receive calls from agents or artists who want to come perform at UIS.  These calls can be forwarded to the Student Activities Committee (SAC).  Find out what the person wants probably you can help the person by referring to the Student Life website or some handy papers at your desk. Try to avoid transferring calls unless asked for or if you are unable to answer the questions. If a call comes in for a staff member while they are at the desk, make sure to first ask the customer who is calling/what it is regarding before handing the phone to the staff member.
Some Tips:

1. Pick the phone immediately (1 or 2 rings) do not wait for others to pick up the phone.

2. Have a general idea of what the queries could but do not assume what the question is. 

3. If you do not understand the question, do ask again and do not assume.

4. Do not hang up the phone unless you are sure that person has ended the call.

5. Make sure you are transferring the call to a person who can answer the call.
6. The IP Phones sometimes have a delay, ask twice before discarding the call
How to transfer a call

1. Tell the person you are talking to that you are going to transfer the call and inform them of the department/name of the person and extension you are transferring to.  

2. While on the call press the TRANSFER soft key.
3. Dial the extension number of the party you are transferring the call to

4. When the party answers announce the call and press the TRANSFER soft key again.

How to put someone on hold 

Press the HOLD button on your phone and use the RESUME button to resume the call. 
How to Transfer Phone Directly to Voicemail
USING THE TIME CLOCK

Clock - IN Instructions

1.  When clocking n at 8:30 am, push IN1 button.

2.  Insert time card into top of time clock.

3.  Take time card out of time clock and put in appropriate pocket with your name.

4.  When clocking out at 5 pm, push OUT 2 button.

Clock – IN (Noon or past)

1.  When clocking in past 12:00 pm, push IN2 button.

2.  Insert time card into top of time clock.

3.  Take time card out of time clock, put in appropriate pocket with your name.

Clock – OUT Instructions

1.  When clocking out, use same instructions above, however, push OUT1 button if you are leaving and coming back (e.g. taking a lunch break); otherwise use the OUT2 button.

MAIL & CATALOG PROCEDURES

Each day mail will come in to be picked up and dropped off at least once.  It is the front desk staff’s responsibility to sort through and deliver the mail to the mail slots across from the front desk.  The guide below will help you identify what mail should be delivered where. Special boxes exist for Student Trustee, SGA, SAC, & ICCB.
· Be very attentive when looking through the mail for anything for the BOARD OF TRUSTEES or Derek Felix.  These are very important documents and must be delivered in a timely fashion. 

· SAC Mailbox includes mail for
· Mary Kate Bansley
· Michael Stephens
· Alicia Moser

· SGA Mailbox includes mail for
· Charles Olivier
· Brandon Guiliano

· Matt Van Vossen

· Kalpesh Patel

· Derek Felix

· If mail comes for student organizations other than SGA or SAC it needs directed to the SOC office and filed in individual organization boxes.
· Programming Magazine- A copy should be delivered to Beth, Cynthia, and SAC
We also get a large number of catalogs.  Many of these catalogs are used to order items occasionally so we want to keep them on hand, but not have an overwhelming amount.  When we get a catalog, match the catalog with the corresponding catalog file (Anderson’s catalog, under the Anderson’s magazine file).  Please read the tag on the outside of each catalog file.  Most files ask that you keep the current season and one previous.  Some other catalogs we only keep the current season.  Please discard the old catalogs.  If you have a catalog not listed it goes in the miscellaneous box.  If you have any questions see Beth.

ORGANIZATION REGISTRATION

The same form is used for both new student organizations and returning student organizations, although the processing process differs slightly. 

New Organization Form Processing

1. If forms are submitted to Student Life/SOC, place it in the Graduate Assistant’s box

2. The Graduate Assistant will review the organization’s information and approve the organization for recognition. (they must attend a president’s workshop or meet individually with the Student Organization and Leadership Coordinator)

3. The Graduate Assistant will then send a confirmation to the president, advisor and Director  and assistant director of Student Life

4. The Graduate Assistant will then place the form in the “To Be Processed” folder in the Student Life Office.  The student employee well then complete the following

a. Obtain a hanging file folder and label it with the organizations name

b. Get three folders to go inside the hanging file folder.  Label one with the organizations name, Space Request forms, ICCB

c. File the organizations registration packet in the inner folder with the organizations name.

Re-Registering Organization Form Processing

1. If forms are submitted to Student Life/SOC place it in the Graduate Assistant box
2. The Graduate Assistant will review the organization’s information and approve the organization for recognition.  (they must attend a president’s workshop or meet individually with the Student Organization and Leadership Coordinator)

3. The Graduate Assistant will then place the form in the “To Be Processed” folder in Student Life Office  The student employee will then complete the following

a. Find the organization’s hanging file folder in the inactive batch and move to the active student organizations

b. File the Re-registration form in the inner folder with the organizations name on it.

All student organizations must register every year and both new and returning student orgs will use the same form.  (See attached)

Deadline for registration is Sept. 15th.  All student organizations who have registered by this time and who have completed the president’s workshop will be entered into a drawing for two $250 grants.

The registration form must be signed by 2 contacts and advisor.  Additionally, it must include the contact info for all four contacts and advisor.

New student organizations must have a constitution that contains organizations purpose, goals, criteria for membership and criteria for officers.

All student organizations president’s or designee must attend ONE president’s workshop

Please note: Simply turning in the paperwork does not guarantee registration.  The organization will receive an e-mail from the Student Organization and Leadership Coordinator confirming registration for the academic year.  (All applications turned in by Sept. 15 will receive notification by Sept. 18th)

If an organization does not register by the deadline, all of their space and equipment requests will be dropped.  Additionally they will not be eligible for a student organization bulletin board space, office, or storage area.  Also, no ICCB funding requests will be heard and any previous requests will be dropped.
Reasons why a student organization may be denied recognition may fall within the following areas: 

· the purpose conflicts with the policies and procedures of UIS

· the student organization is not open to all currently enrolled students, with the exception of National Academic Honoraries

If representatives for a potential student organization feel they have been incorrectly denied recognition, an appeal process is available. This concern must be expressed in writing within one week of notification of denial to the Director of Student Life. The Director of Student Life will review the written notice and proceed with reassessing the status of recognition.
STUDENT ORGANIZATION LIASON
Beginning fall of 07 all student organizations are required to specify which category best describes their organization.  Based on this information the student organization will be assigned a Student Life liaison, who will assist them with work orders and campus event planning.  The categories and assignments are as follows.  When a student organization comes in requesting assistant please direct them to their liaison.

Academic/Honorary – Courtney Bailey
General Interest – Graduate Assistant
Cultural/Diversity – Beth Hoag

Political/Advocacy – Cynthia Thompson

Religious/Spiritual – Beth Hoag
Service – Courtney Bailey
Sports Clubs- Beth Hoag
SPACE RESERVATIONS

All space reservations for student organizations should be submitted via www.uis.edu/studentlife/forms.  All of this information will be submitted to Student Life who will begin the process of reserving the space

Processing

1. The Student Organization and Leadership Coordinator will check to see if the space is available and copy all necessary departments

2. The Student Organization and Leadership Coordinator will then send a confirmation e-mail to the org president, advisor, Director of Student Life, Asst. Director of Student Life and all involved entities.
Campus meeting/event space on campus is limited and increasing in demand.  Additionally, space reservation requires collaboration with various departments. Due to this the following deadlines apply:
Event requests submitted 4 weeks in advance (and meeting all appropriate UIS and Student Life policies) WILL be processed.

Event requests submitted 2 weeks in advance MAY be processed, depending on the facility/technical needs involved in the event. 

Event requests submitted less than two weeks in advance WILL NOT be processed. 

EXCEPTIONS to the two-week rule includes 

· Table reservations in the Main Concourse the deadline for such reservations is one week.  
· Studio Theater requires a minimum of a 4 weeks notification, but it is recommended to plan even farther in advance.  
· Student Life/SOC Meeting Rooms (see below)

· Student Center- The student center will try to accommodate last minute requests by student organization.  As long as set up is not required the student center can be reserved two days out.
STUDENT LIFE & SOC SPACE RESERVATION
To reserve the meeting rooms in Student Life/SOC, we only ask that people tell the student employee who will place it on the outlook calendar for student life/SOC.  All SOC room reservations are kept on the SOC Outlook and Student Life on the Student Life Outlook (along with equipment reservations)
a. Log onto the computers as student life (user: studentlife password: Sl112708)  
· For SOC, log in (user: soc, password: WEr0ckS0C)
b. Go to the Student Life Outlook Calendar (If you are in the SOC, make sure to check on the Student Life Calendar)
c. Select the date reservations are for (It get highlighted when you are on it) 

d. Go to the toolbar and select New Appointment (or go to the top menu and select actions, then select New Appointment…or hit Ctrl+N once on the desired date) 

e. In the Subject put the name of the organization or if there is no organization the name of the student 

f. In the Location, put the location of the event 

g. To specify what students are reserving, select from the Labels (pink is sound system, green is popcorn machine, etc, they are named) 

h. If a group is reserving more than one piece of equipment you have to make it more than one appointment 

i. Put the Pick up and drop off times as the start and end times. 

j. Be sure to unselect the reminder 

k. In the Notes area, put the Events name, start time and end time, and the contact information and your initials and the date you put it in.

STUDENT ORGANIZATION WEBSITES: 
Student Organizations are entitled to a website on the student web server. Organizations wishing to establish a website should send the following information to the Assistant Director of Student Life, Beth Hoag at bhoag2@uis.edu who will in turn coordinate with the Assistant Dean of Students, Jim Korte in creating a website
· Name of organization 

· Name of faculty or staff advisor 

· Name and netID of student who will create and maintain the website  

· Preferred name for website 

Note: website URLs will appear as in this example: http://students.uis.edu/globaldiversity 

Once approved by the Division Web Liaison Jim Korte, the Campus Technology Services department (CTS) will create the website and notify the organization. 

Approval must come from the Student Affairs Division before the Campus Technology Services department will create a website for your organization. 

ACCOUNT NUMBERS & DEPOSITS
There will be a copy of all fundraising account numbers posted at both the Student Life and the SOC desks. This number is to be used for Deposit Logs when student groups wish to turn in money. It is also used for Reimbursements and Withdrawals.

 A copy of the Deposit Log is saved to both the Student Life and the SOC computer desktop. This must be filled out with the Student Organization account number and given to the Student Leader to take to the Bursar for deposit.

When Student Organizations turn in checks, their UIN must be written on them to be valid.
ADDITIONAL FORM PROCESSING

· ICCB Budget Request Form – form submitted by recognized student organizations to request event planning funds from the Inter-Club Council Board.  All applications for funding are due no later than 5pm on the Friday before a Sunday meeting.

Processing
1. Once an ICCB Request Form is turned into Student Life double check to ensure both the President of the organization and the advisor has signed it.  

2. Date stamp and initial the Request form in the box on the back of the form and file in the green “ICCB Requests” folder

3. Log the ICCB Form in the log complete with the date it was turned in and the name of the person who submitted it.

4. Make a copy of the form and give one to the individual who submitted it. Remind them that they should have a copy at the meeting.
5. After 5pm on the Friday before a meeting any requests submitted will have to wait till the following meeting; mark them & leave a post-it to that effect on the front before filing in the ICCB Requests folder. 
6. This form will only be accepted via paper copy until Thanksgiving of the 2009 year.

7. As of now, online forms are accepted and ONLY online forms will be accepted after Thanksgiving of the 2009 year.

· UIS Student Life Equipment Rental Contract- See Equipment Rental Procedures

· U of I Car Release Order - to request/reserve a UIS vehicle for a university-related activity.  This must be requested no later than 3 days prior to travel date and vehicles are available on a first come first serve basis.
Processing
1. If a student turns in a car release order make sure they have received an account number.

2. Once the form has been completely filled out it must be signed by Cynthia or Beth
3. Inform the students the request will be processed within 2 business days and that vehicles are awarded at a first come first service basis and are limited.
· Campus Services Request Form - for printing, duplicating, graphics and mail preparation requests.  
Processing

1. When student organizations are filling out this form they may request an account number.  Look at the account number listing or ask Wendy.
2. This form should be turned into printing and duplicating, which is located in the Building Services Building.
· UIS Speaker Series Request for Proposals – application form to request funds for funds for an event involving a speaker 
· Student Research Support Program Application – to request funding support for graduate research projects.  
Processing

1. If forms are submitted to Student Life in hard copy form, place it in the Director of Student Life’s box.

2. The Director of Student Life will send a confirmation of receipt to the student within 5 business days.

· Request for Reimbursement – this form must be filled out and receipts must be attached in order for students to students or staff to receive reimbursement from a Student Life account
Processing
1. When student brings in a reimbursement, have them fill out the reimbursement form located on the wall of form
2. Make sure students turn in all Original Receipts.  It must be a detailed receipt
3. If the student purchased something with a credit card, they must provide proof that the credit card was billed (a copy of an electronic statement is the most common)

4. Attach all receipts to reimbursement form with paperclip and give to Wendy.

5. IMPORTANT:  Please do not let the student leave until Wendy has verified he/she has everything.  If Wendy is unavailable please check that all items are present and obtain the students cell number.
** Copies of receipts are unacceptable, must have all ORIGINALS.

· Request to Waive Catering – this form must be filled out, and appropriate signatures obtained, by any student organization using any food service options other than UIS Food Services.  Below is a description of the signatures required:

1. Requestor:  Representative from student organization submitting request

2. Requestor’s Department Head Approval:  Assistant/Director of Student Life (Cynthia Thompson, Beth Hoag)

3. Food Service Administrator:  Director of Food Services (Alan Barnhart)

4. Assistant Vice Chancellor for Student Affairs (Steve Chrans) 
Processing

1. If a student group, comes in requesting to waive catering, have them fill out the form and ask the Director of Student Life to sign the form (Requestors Dept. Head Approval)

2. If a completed form is submitted to Student Life ensure the form has all of the necessary signatures and make a copy in the “Request to Waive Catering” File.
EQUIPMENT RENTAL PROCEDURES

Making a reservation

1. Ask the student group what day they would like to reserve the equipment and what equipment needs to be reserved.  

2. Check the Student Life Outlook Calendar to ensure it is available. 

3. Have the student group fill out the UIS Student Life Equipment Contract

4. Enter the information in the Outlook Calendar
a. Select the date reservations are for (It gets highlighted when you are on it) 

b. Go to the toolbar and select New Appointment (or go to the top menu and select actions, then select New Appointment…or hit Ctrl+N once on the desired date) 

c. In the Subject put the name of the organization or if there is no organization the name of the student 

d. In the Location, put the location of the event 

e. To specify what students are reserving, select from the Labels (pink is sound system, green is popcorn machine, etc, they are named) 

f. If a group is reserving more than one piece of equipment you have to make it more than one appointment 

g. Put the Pick up and drop off times as the start and end times. 

h. Be sure to unselect the reminder 

i. In the Notes area, put the Events name, start time and end time, and the contact information and your initials and the date you put it in.  (Also if they are taking popcorn packets make sure to indicate how many were taken, the group will be charged when they are returned)
5. Have the student get Beth or Cynthia’s signature on the form.

6. Give a copy of the signed reservation form to the student group.

7. File the form in date order behind the month.
Picking up the equipment
1. Locate the reservation form

2. Fill out the middle portion of the reservation form with the student organization

3. Have the organization initial and date the form 

4. Retrieve the equipment and give to the student group.

5. Remind them that it must be returned on the due date on the form, if not returned there is a $10 late fee per business day.

6. Also remind them that they are liable for any damages that may occur

7. Tell the student organization to check to ensure all the equipment is present.  (If anything is missing or damage record it on the reservation form)

8. Fill in the bottom portion of the equipment contract with date out and staff initials.

Returning the equipment
1. Locate the reservation on the Student Life Outlook
2. Check to ensure all the equipment is included 

3. If anything is missing, note it on the outlook and e-mail Beth
4. Fill in the reservation with the date returned and staff initials.

WHERE IS THE EQUIPMENT USUALLY STORED 
(See Appendix: Equipment Rental Hiding Spots)
HOW TO PRINT A CALENDAR BY LABEL USING THE COLOR-CODE SYSTEM
(See Appendix)
NOTE: The Student Life Cooker is only for large events and requires two weeks.  The cooker will be delivered to a student organization event and picked up at it.   Once form is completed give to Beth and she will e-mail Joan Buckles with the following info drop of date/time, drop off location, pick up date/time.
WINDOW PAINTING
Window Reservations must be reserved through BETH ONLY! Student Organizations mush go to www.uis.edu/studentlife and fill out the Window Painting Form. Beth will send the Organization a confirmation, and only then can the window paint be reserved and put into the Calendar.
GENERAL INFORMATION
The below are a listing of various information that should be available for students in the Office of Student Life/SOC at all times.  All student employees should be familiar with these documents and should replenish them when we get low.

· Directory of Student Clubs & Organizations – lists all student organizations at UIS who are recognized.  Recognition is defined as having a completed Registration form, a constitution on file with Student Life, a faculty/staff advisor and having attended a student organization presidents’ workshop each year
· Student Organization Manual- A manual of policies and procedures for all student organizations
· Student Organization Advisor Manual – A manual of policies and procedures for all student organization advisors
· UIS Bulletin Board Listing -  A listing of all bulletin boards on campus (we have both a detailed listing and general listing)
· Programming Planner – provides a template for planning programs & helpful checklist to assist students with their event programming
· Restrictions on the Use of Student Activity Fee Funds – identifies items for which Inter-Club Council Board funding cannot be requested
· Rules for Bonfires for the City of Springfield – identifies the procedures that must be followed by students or student organizations when planning an event involving a bonfire or campfire

· UIS Campus Map – provides information to students and visitors to UIS as to the location of various campus buildings and departments 
· Homecoming/Family Weekend – The websites for Homecoming and Family weekend will remain uniform every new Fall. They are www.uis.edu/homecoming and www.uis.edu/familyweekend. 
FAX MACHINE-student life only
1. Make sure the fax has a completed cover sheet (they can be found near the extra copy paper)

2. Place the document face up in the feeder

3. Make sure the fax button is glowing

4. If off-campus dial 7 then 1 and then the number

5. If on-campus dial 6 then the four digit extension

6. Make sure all of the pages were feed through and that the fax has been completed.

7. If Students inquire about faxing, please let them know that they can fax at the library on campus. If it is an emergency, they may use our fax machine ONLY if we have reviewed the material and have proved the content to be non-harmful, non-political, and non-soliciting.   
APPROVAL OF CAMPAIGN MATERIALS (Last updated 9/23/09)
Campaigning for the Fall SGA Elections may begin (and fliers may be hung) beginning at 5 p.m. on the date specified, and continue through the conclusion of the election.

The filing deadline for the Fall SGA Elections is always on a specified Friday by 4 p.m. with the elections taking place the following Wednesday starting at 10 a.m. through Thursday ending at 4 p.m.  
In order to ensure a fair and accurate election (and to reduce the likelihood of complaints/ appeals), it is important that certain procedures are followed regarding the approval of campaign materials for this election.  The Student Life Office procedures are provided below:

1.  Candidates must submit an original copy of all actual campaign materials to the Student Life Office for approval, and must maintain one copy for their records

2.   Materials will be reviewed by the Director of Student Life for compliance with the campaign regulations. Materials which appear questionable or unacceptable will be referred to the elections committee for review prior to approval or denial, and may be delayed in the approval process.

3. Once approved, the Student Life Office staff will either 1) stamp and date all materials to indicate that they have been approved, or 2) stamp and date one original copy prior to copying and note it as approved for 200 copies.  Materials which are not stamped may not be posted or used.

4. The approval and stamping process may take some time.  Candidates should normally allow one business day for materials to be approved.  If time and personnel allow, the Student Life office staff will attempt a more rapid turn around.

COPY MACHINE 

(See appendix)

WEEKLY CHECKLIST

(See appendix)

STUDENT LIFE POLICIES 

STUDENT LIFE E-MAIL POLICY

(As of 8/10/07)

Student Life E-mails will be sent out on Mondays and Thursdays only.  The Monday edition will include events taking place on Monday, Tuesday & Wednesday.  The Thursday edition will list events taking place on Thursday, Friday, Saturday and Sunday (as well as upcoming events taking place the following week).  Student organizations or campus departments who would like to have an event included in this e-mail, should submit the event information to studentlife@uis.edu by 3 p.m. on Friday for the Monday e-mail and 3 p.m. on Wednesday for the Thursday e-mail.  Due to the large number of events received, all events must be in a format that can be cut and pasted into the Student Life e-mail.  Incomplete submissions or those that cannot be copied will not be included.  Please include the following information:

Event Name

Sponsoring Organization

Event Time

Event Location

No e-mails will be sent out to the official student distribution list for individual student organization events (with the exception of information related to SGA, SAC events, and ICCB Funding).
FOOD SERVICE

University Food Service has sophisticated catering capabilities. They are capable of supplying a wide variety of food items as well as vegetarian and vegan options.  
Menus are to be selected and finalized 10 business days (two weeks) prior to the event.  Additionally a rough estimate of the total number of attendees and student organization account number is due ten business days prior to the event.  

Four (4) days before an event you must guarantee the number of attendees or cancel food service. When you guarantee a number, you are saying you will pay for so much food or so many people. Food service sets the room for 5% more than the guaranteed number of attendees. If the number of attendees increases more than 5% in fewer than 4 days prior to the event, special arrangements need to be discussed with Food Service. Increased menu and labor charges may be necessary if Food Service is able to accommodate this last minute demand.

Food provided by Food Services will be charged back to your student organization’s account. This includes food, beverages, and service staff for banquets, parties, and table linens. Please note that a 15% service charge is added to all orders.

Please contact John (Brian) Patton (206-7741) in Food Service to discuss your event. He can provide you with additional information and guidelines based on the type of event you are planning

Please be aware that your organization may be responsible for the loss of serving pieces that are not returned to food service following an event.

On-campus food service is certainly an easy way to have food available at your event.  Below are a few tips to prepare your student organization for communication with Food Services

· Review online catering menu and discuss menu selection with Food Service 
http://www.uis.edu/foodservice/menus/catering/index.html

· Estimate the number in attendance

· Discuss the style in which the food will be served (sit down or buffet)

· Have the organization account number handy

· Finalize menu selections two weeks in advance

· Account number and event title with fiscal officer approval is due 10 days prior to the event.

· Guarantee number 4 days in advance - or, cancel food service 4 or more days in 
advance

· Discuss room layout with food service staff

However, if for some reason Food Service is unavailable for your event or you are having a potluck, or food donations, you must submit a Request to Waive UIS Catering form available through the Office of Student Life.

If you wish to have a cook out and prepare the food yourself, a grill is available from the Student Life Office. There is a no rental charge for student groups but it requires at least 2 weeks notification and is only for over 25 people.

Student organizations may not serve alcohol at their events.
DEMONSTRATION/RALLIES 
(Tentative)

The University of Illinois at Springfield seeks to preserve the student's privilege to take an active role in exercising their rights of expression, conscience, affiliation, and peaceful assembly. At the same time, the University also recognizes its responsibility to protect the rights and freedom of those who wish to pursue their educational interest without interference. The following procedures have therefore been established to safeguard the orderly functioning of all rights while also providing for the safety and protection of members of the University community. 

1. All demonstrations or peaceful assemblies must be registered with the Office of Student Life at least 48 hours in advance. Standard space reservation procedures must be followed for the use of any University space. Demonstrations or peaceful assemblies are generally defined as any public manifestation of welcome, approval, disapproval, protest, or conscience by a student or groups of students. (Assemblies commonly associated with social or athletic events are not usually within the purview of this definition.) 

2. At the time of the registration, the student or groups of students will be advised by the Director of Student Life or designee of any guidelines that will be required for the demonstration or peaceful assembly. Guidelines may include the time, place, and duration of the demonstration or assembly and the maximum number of people who may participate. The decisions of the Director of Student Life regarding any demonstration or assembly guidelines may be appealed within 24 hours to the Vice President for Student and Administrative Services. 

3. The following restrictions apply to all demonstrations or peaceful assemblies: 

a. Blocking or impeding vehicular or pedestrian traffic is prohibited. 
b. Blocking access to or from campus buildings or offices is prohibited. 
c. No activity that promotes violence against person or property is permitted. 
d. Observers may not interfere with participants of the demonstration or assembly in any way. 
e. Activities of participants or observers that disrupt or disturb classes, meetings, or any other normal functions of the University are prohibited. 
  

4. All individuals participating in or observing a demonstration or peaceful assembly must comply with any request of University officials or campus police. Any student who violates any part(s) of this policy will be subject to judicial action. Depending on the individual circumstances, criminal charges may also be filed. A recognized organization that violates any part(s) of this policy may have penalties imposed upon it by the Director of Student Life. 

PUBLICITY

POSTERS/FLYERS

The Office of Student Life does not require approval of campus flyers.  Student organizations may post on any campus bulletin board that is not marked “for department use only.”   The only exception to this policy is for SGA elections.  SGA election flyers must be approved via student life.  

CHALKING

Student Organizations are allowed to use chalk to advertise their event.  They can only use chalk in areas where it can be washed off by rain.  Chalk can not be use under overhangs for heavily wooded areas.

WINDOW PAINTING

Student Organizations are allowed to reserve the Windows in the LRH Great Room, PAC Food Emporium or Student Center.  Window Painting Reservation Forms are located at the SOC/STUDENT LIFE.  Please allow for 2 weeks. Student Organizations are required to clean their window within 1 day of their event. If they fail to do so, they will be charged a minimum of $30. 
ADDITIONAL PUBLICITY

If a student organization wishes to have a creative publicity approach that is not covered above please contact the Assistant Director of Student Life.
TRAVEL

When student organizations travel off campus for an event or meeting, it is required that they fill out a travel planning form (instead of an event planning form).  This TPF must be submitted to Student Life no later than two weeks prior to trip.
HAZING 

(Tentative)

Any and all forms of hazing are completely prohibited at the University of Illinois at Springfield.  Hazing is defined as "... an act that endangers the mental or physical health or safety of any person, or that defaces, destroys, or removes public or private property for the purpose of initiation into, admission into, affiliation with, or as a condition for continued membership in, a group or organization."

SPONSORSHIP
A student organization may accept financial assistance (i.e., money, products, or service) from an agency, company, or business that is not a part of the University under these conditions:
· Prior to solicitation, a student organization must send a list of companies to be solicited and a copy of the proposed letter to the Office of Development and Student Life (at least two weeks prior to anticipated solicitation).  This is to ensure sponsors/donors are not being solicited by numerous campus departments/groups.  

· Solicitation can not occur until both the Office of Development and Student Life have signed off on the list of companies and solicitation letter. 

· The student organization may not imply any endorsement, or connection between the University of Illinois at Springfield and any product, service, agency, or business. 

· All advertising and promotional material must clearly and dominantly indicate that the student organization is the sponsor. An outside source giving significant financial assistance may be recognized as a supporter through the use of the words "with support from…" Student Life determines the extent to which financial assistance is significant. 

· The student organization must manage all advertising and promotions. 

· A commercial sponsorship from a business that primarily involved the production, sale, distribution or serving of alcoholic beverages or tobacco products is prohibited.

· Before any commitment is made to accept financial assistance from an outside source, the student organization must secure a contract with the outside source, and the contract must be approved by the Office of Student Life and the Office of Development. 

· Whenever an outside source plans to provide a product or service, both the student organization and the outside source must agree to write into the contract a liability statement that is satisfactory to the Student Life staff.
CHARITABLE GAMES EVENTS

Illinois Department of Revenue - (Last updated 8/6/07)
 

Organizations wishing to hold the a charitable gaming event (any fundraising event in which participants pay to play charitable games for the chance of winning cash or non-cash prizes) must be licensed and the process of receiving licensure is EXTENSIVE (35+ pages of policies and procedures), the least of which is a $200 fee and submission of required paperwork at least 30 days prior to publicizing any event.   
 

Due to the extensiveness of these requirements, any sponsoring groups would need to demonstrate the ability to comply with all of the legal requirements before Student Life would be able to approve requests for charitable games events.  These include allowing sufficient planning time (at least 60 days), financial resources, staffing etc.  

 

Also, the myriad of regulations make it almost impossible for student organizations to conduct charitable games events without the strong support of Student Life.  While the Student Life Office is not opposed to these events, our resources are limited as to the amount of time and staff available to assist student organizations in meeting these extensive requirements.


Note:  The one exception would be an event in which no admission fee is charged and no donations are accepted.  However, the following rules apply to these events:

1) All games must be played using chips, scrip, or play money – cash may never be used to wager on any of the games

2) Upon completion of play, a participant may redeem chips, scrip or play money for prizes.

SHUTTLE INFORMATION
The UIS Shuttle will depart from the UIS PAC “Teardrop” entrance at 7:50 p.m., 8:50 p.m., and 9:50 p.m. to connect to the 8:12 p.m., 9:12 p.m., and 10:12 p.m. SMTD departures at the Capital City Shopping Center. Please note that the shuttle will also depart from the PAC Teardrop at 7:30, 8:30, and 9:30 and connect to the Lakepoint apartments and Lincoln Land Community College which are not served by the SMTD Evening Service. 

Students connecting on the SMTD Evening service will be responsible for the usual fare when boarding the SMTD bus, normally $1.00. 

Depart UIS
Arrive Lake Pt       Arr LLCC
     Arr UIS
     Arr Capital City
Arr UIS

7:30 p.m.
7:35 p.m.
     7:40 p.m.
     7:50 p.m.
     8:05 p.m.

8:20pm

8:30 p.m.
8:35 p.m.   
     8:40 p.m.
     8:50 p.m.
     9:05 p.m.

9:20pm

9:30 p.m.
9:35 p.m.
     9:40 p.m.
     9:50 p.m.
     10:05 p.m.
           10:20pm
EMERGENCY PROCEDURES
REPORTING EMERGENCIES
UIS POLICE DEPARTMENT (UISPD) 

6-7777 (EMERGENCY) • 6-6690 (NON-EMERGENCY)

CITY OF SPRINGFIELD/SANGAMON COUNTY

1. For help with any type of emergency, call the UIS Police Department at 6-7777. 

2. Explain the problem and location to the UIS Police Department. Do not hang up until told to do so. 

3. For additional emergency procedures information, speak with your Building Representative. A list of Building Representatives can be obtained from the UIS Police Department. 

GENERAL EVACUATION PROCEDURES

1. All building evacuations will take place when the fire alarm sounds continuously and/or after notification by the UIS Police Department or emergency personnel. Leave the building immediately.  
a. In SAB you are required to evacuate to the Parking Lot A- Tennis courts. 
b. In SLB you evacuate to the benches by the Pond
2. NOTIFY EMERGENCY PERSONNEL OF PERSONS WITH DISABILITIES WHO ARE IN THE BUILDING AND NEED HELP TO EVACUATE.

3. Once outside, move to a clear area at least 150 yards away from the affected building. Keep streets and walkways clear for emergency vehicles and personnel. If requested, assist UISPD. DO NOT RETURN TO AN EVACUATED BUILDING unless directed to do so by UISPD. Notify building representative if you leave the assembly area.

FIRE

1. Pull fire alarm. Evacuate and close doors as you go without locking them.

2. Evacuate building using the most direct route and nearest exit.

a. Do not use elevators.

3. Once outside, move to a clear area at least 150 yards away from the affected building. Keep the walkways clear for emergency vehicles. DO NOT RETURN TO AN EVACUATED BUILDING unless directed to do so by the UIS POLICE DEPARTMENT.  
4. NOTIFY EMERGENCY PERSONNEL OF PERSONS WITH DISABILITIES WHO ARE IN THE BUILDING AND NEED HELP TO EVACUATE. 

5. Notify UIS Police Department concerning any special circumstances such as failure of the staff to evacuate persons with disabilities. This information will be forwarded to the Springfield Fire Department.

6. Should you become trapped in the building, dial 6-7777, if possible, to inform UISPD of your location. If a window is available, attempt to attract the attention of UIS Police or emergency response personnel.

BOMB THREAT

1. If you observe a suspicious object that may be a potential bomb on campus, DO NOT HANDLE THE OBJECT! Clear area and immediately call the UIS Police Department at 6-7777.

2. Any person receiving a telephone call that a bomb or other explosive device has been placed on campus should obtain as much information from the caller as possible, including the following:

a. Time of call and the phone line on which the threat was received. (If phone has caller I.D., note number of caller.)

b. Description and location of bomb. 

c. Perceived personal characteristics and gender of person. 

d. Noticeable speech pattern, accent, etc. 

e. Description of any background noise. 

f. Reason bomb was placed on campus. 

3. The UIS Police Department will conduct a detailed bomb search. DO NOT TOUCH ANY SUSPICIOUS OBJECTS!

4. When the building evacuation alarms are sounded or when told to leave by UISPD, leave by the nearest marked exit and alert others to do the same.

5. NOTIFY EMERGENCY PERSONNEL OF PERSONS WITH DISABILITIES WHO ARE IN THE BUILDING AND NEED HELP TO EVACUATE.

6. IN CASE OF FIRE, DO NOT USE ELEVATORS.

7. Once outside, move to a clear area at least 150 yards away from the affected building. Keep streets and walkways clear for emergency vehicles and personnel. If requested, assist the UIS Police Department. DO NOT RETURN TO AN EVACUATED BUILDING unless directed by UISPD.

TORNADO

1. Be aware of the Civil Defense sirens used if a tornado is sighted.

a. IF INDOORS, go to the lowest level of the building. Interior hallways, rooms, or restrooms are preferable, away from glass windows.

b. IF OUTDOORS, go to the nearest ditch or depression, away from power lines, buildings, and trees and move away from utility polices

c. DO NOT STAY IN A CAR OR ATTEMPT TO OUTRUN THE TORNADO.

2. NOTIFY EMERGENCY PERSONNEL OF PERSONS WITH DISABILITIES WHO ARE IN THE BUILDING AND NEED HELP TO EVACUATE.

3. After the tornado has passed, evaluate the situation and if emergency help is needed, call 6-7777. Be aware of dangerous structural conditions. Report damaged facilities to the UIS Police Department.

4. NOTE: Gas leaks and power failures create special hazards. Do not light a match or smoke. (Refer to section on utility failure.)

VIOLENT OR CRIMINAL BEHAVIOR

1. Be alert to suspicious situations or persons and report them to the UISPD at 6-7777.

2. If you are a victim of or witness to any on-campus violation of the law, such as assault, robberies, or theft, contact 6-7777. (Refer to section on Assault.)

3. Notify 6-7777 as soon as possible and provide them with the following information:

a. Nature of incident. 

b. Location of incident. 

c. Description of person involved. 

d. Description of property involved. 

4. If you witness a criminal act or notice a person acting suspiciously on campus, call 6-7777 and give information outlined above.

UTILITY FAILURE

1. In the event a utility failure occurs during regular working hours, notify the Office of Physical Planning and Operations, 6-6530.

2. If there is danger to the building occupants, or if the utility failure occurs after hours, on weekends, or during holidays, call UISPD at 6-7777.

3. NOTIFY EMERGENCY PERSONNEL OF PERSONS WITH DISABILITIES WHO ARE IN THE BUILDING AND NEED HELP TO EVACUATE.

4. Once outside, move to a clear area at least 150 yards away from the affected building. Keep the walkways clear for emergency vehicles. DO NOT RETURN TO AN EVACUATED BUILDING unless directed to do so by the UIS Police Department.

5. Electrical/Light Failure: All buildings are equipped with an emergency light system that will provide enough illumination in corridors and stairs for safe exiting. Individual departments may wish to have flashlights available.

6. Plumbing Failure/Flooding: Cease the use of all electrical equipment. Notify the Office of Physical Planning and Operations at 6-6530. If necessary, vacate the area. After hours call UISPD at 6-7777.

7. Gas Leak: VACATE THE AREA. DO NOT SWITCH ON LIGHTS OR ANY ELECTRICAL EQUIPMENT. REMEMBER, electrical arcing can trigger an explosion! Notify UISPD at 6-7777 and the Office of Physical Planning and Operations at 6-6530. Do not smoke, light matches, or lighter. DO NOT RETURN TO AN EVACUATED BUILDING unless directed to do so by the UIS POLICE DEPARTMENT.

8. Ventilation Problem: If fire or odor comes from the ventilation or equipment, vacate the area. Notify the Office of Physical Planning and Operations at 6-6530 or UISPD at 6-7777 after hours.

MEDICAL AND FIRST AID

1. If a serious injury or illness occurs, call the UIS Police Department at 6-7777. Give the following

a. name, 
b. describe the nature and severity of the medical problems, and 
c. the campus location of the victim.

NOTE: UISPD has a direct line to paramedics and ambulance service and can render first aid and CPR.

2. In case of minor injury or illness, provide first aid care. 
a. Student Center has a first aid kit in the cabinet behind the counter

b. Student Life has a kit in the office supply closet

c. SOC has a kit in the side desk under the printer, time clock, and Cricut
In case of serious injury or illness, quickly perform the following steps:

· Keep victim still and comfortable. DO NOT MOVE VICTIM. 

· Ask victim, “Are you okay?” and “What is wrong?” 

· Check breathing and conditions of victim. 

· Control serious bleeding by direct pressure on the wound (only with a gloved hand). 

· Provide assistance to the victim until help arrives. 

· Look for emergency medical I.D. Question witnesses and give all information to UISPD. 

· Call 6-7777. 

· Be sure to restock first aid supply kits as materials are used. 

Poisoning and Overdose

        • Stay with victim and assist as necessary.

        • If choking, lower victim’s head.

Choking

        • Check victim’s mouth and clear of foreign matter.

        • Use abdominal thrusts if trained to do so.

Fainting, Unconsciousness and Shock

        • Have victim lie or sit down and rest.

Severe Bleeding and Wounds

        • Apply direct pressure on wound (until help arrives) using a clean cloth (gloved hand only).

Heart Attack

        • Place victim lying down on back.

        • Give resuscitation or CPR as necessary, if trained to do so.

Burns, Thermal and Chemical

        • Flood chemical burn with cool water.

        • Cover burn with dry bandage

        • Keep victim quiet and comfortable.

NOTE:  Professional medical care should be sought after first aid is given.
ACTIVE SHOOTER SITUATION

If you are encountered with an active shooter situation in the work environment 

1. GET OUT of the Area: Move Quickly, and don’t wait for others to validate your decision. Leave your belongings behind!
2. CALL OUT: Inform authorizes, Call 6-7777 tell them everything you know about the shooter

3. HIDE OUT: If you can not get out then you must hide out. Avoid places that will trap you, look for well hidden and protected areas. Find a room that can be locked. Blockade door with heavy furniture.  Turn out lights and be silent.  Turn off phones or noise making devices.

4. SPREAD OUT:  If there are two or more of you DO NOT huddle together!
5. TAKE OUT: If you have to confront a shooter, always assume the shooters intentions are lethal, throw things, Yell, or use improvised weapons

When law enforcement responders arrive do not have anything in your hands.  Instead Raise your hands, spread your fingers, show hands as you drop to the floor and spread your arms and legs.
HARRASING CUSTOMERS
Nuisance calls

These can range from prank or anonymous calls to those deliberately meant to irritate you.  Surprisingly, they don’t come just from strangers.  They also come from acquaintances, neighbors, relatives, and business associates.  

But generally, such calls are made at random by a relatively small group of people – unsupervised minors, misguided or frustrated people, and the mentally ill.

If you give the caller no satisfaction, he or she will usually give up after a few attempts.

What you can do

1. Always use your telephone on your terms. Don’t talk to anyone unless you want to.

2. Ask the caller to identify him or herself.  If you’re asked “Who is this?” or “What number is this?” – don’t answer.  Instead, ask “What party are you trying to reach?” or “What number did you call?”  If the call isn’t legitimate, that should end it.

3. Instruct your children and babysitter never to talk on the phone with someone they don’t recognize.  An innocent comment like “Daddy’s out of town” could be helpful to a burglar.  Teach them to ask for the number so you can call back later.

4. If it’s the kind of caller who remains silent after you answer, hang up.

Obscene or abusive calls

Usually intended to infuriate or frighten you, such calls go beyond the nuisance level and border on threatening.

What you can do

1. As with the milder nuisance calls, the caller may remain silent for a while. Don’t give the “breather” a chance to get started.  Hang up.

2. Take the same action at the first obscene or suggestive remark, or if the call becomes abusive or profane.  What these callers want to hear is your shocked reaction.  

Threatening calls

These include bomb threats or other threats to life or property, or threats of robbery, kidnapping, or bodily injury to you or members of your family.

Most people never receive such calls.  But if you do, don’t hesitate:

Call the campus police – immediately

Emergency number – 206.7777

Non-emergency number – 206.6690

Tracing a call can be difficult and may be impossible.  But there are other ways to solve caller problems, along with laws providing for fines and imprisonment.  

HANDLING DEPRESSED OR SUICIDAL STUDENT CALLERS/CUSTOMERS

Recognizing the signs

Depression

Loss of pleasure in usual activities

Feeling sad, hopeless, or worthless

Frequent crying spells

Changes in sleeping and eating patterns; substantial weight loss or gain

Changes in social behavior: moodiness, not interacting with friends

Changes in physical appearance (e.g. looks disheveled)

Increased use of alcohol or other drugs

Inability to concentrate

Fatigue or loss of energy

Irritability and tenseness

Anxiousness or restlessness

Unexplained aches and pains

Thoughts of death or suicide

Thoughts of Suicide

Mentions suicide or dying 
Makes vague references to dying (e.g., “I don’t care if I live another day”) 
Wonders what it would be like to do something to harm oneself (e.g., shoot oneself, jump off of a bridge, take an overdose of pills, etc.) 
Has outbursts of violence 
Repeatedly mentions a certain date 
Gives away cherished possessions 
Is saying goodbye to family and friends without a known reason 
During office hours:  

If a student comes to the office and exhibits signs of depression or suicide, walk the student over to the Counseling Center in the Human Resources Building, Room 64. Call the Counseling Center at 206-7122 to let them know you’ll be bringing a student to the Center. The Counseling Center’s business hours are 8:30 a.m.-5:00 p.m., Monday-Friday. After hours emergency services are also available. 

After office hours:

Emergency coverage after 5:00 p.m. and on weekends is available by calling the Counseling Center’s main number: 206-7122. Listen to the recording to obtain the pager number of the counselor on duty. Call the pager number, enter your phone number, and hang up the phone. A counselor will call to assist you.
APPENDIX

OFFICE OF STUDENT LIFE
ONE UNIVERSITY PLAZA, MS SAB 20

SPRINGFIELD, IL 62703

PHONE: 217-206-6665

FAX: 217-206-7710

	Name
	Position
	Phone
	Cell Contact
	Email/IM

	Wendy Withrow
	Student Life Clerk
	6-6671

SAB 20 Student Life
	217-691-5464
	wwith1@uis.edu

	Beth Hoag
	Assistant Director of Student Life
	6-8312

SLB 16 Student Organization Center
	217-299-2417
	bhoag2@uis.edu
AIM: uktennis15

	Cynthia Thompson
	Director of Student Life
	6-7715

SAB 20 Student Life
	217-125-6754
	cthom2@uis.edu

	Courtney Bailey
	Student Organization and Leadership Coordinator
	6-8525
SLB 16 Student Organization Center
	217-415-9159
	cbail02s@uis.edu 

	Steven Chrans
	Associate Vice Chancellor of Student Affairs
	6-6002

SAB Student Life
	
	schra1@uis.edu

	Jim Korte
	Assistant Dean of Students
	6-7714

SAB
	
	korte.jim@uis.edu

	Debra Landis
	Newspaper Advisor
	6-7717
	
	dland2@uis.edu


	Name
	Office
	Phone
	Contacts
	Email

	SAC (Student Activities Committee)
	20F
	6-6463
	
	uissacc@uis.edu

	Student Trustee
	20L
	6-7800
	Derek Felix
	

	ICCB
	20G
	6-7292
	
	

	Student Government President
	20K
	6-7712
	
	uissga@uis.edu

	Student Government Officers
	20M
	7839
	
	uissga@uis.edu

	Student Government Representatives
	20H
	6-6617
	
	uissga@uis.edu

	Journal Editor
	10D
	6-7701
	
	journal@uis.edu

	Journal Business Manager
	10F
	6-7061
	
	journalmgr@uis.edu

	Journal News Room
	10B
	6-6397
	
	journal@uis.edu


 EMPLOYEES

	Prema Babu
	pbabu2@uis.edu
	630-881-4381

	Courtney Bailey
	cbail02s@uis.edu
	217-415-9159

	Mary Kate Bansley
	mbans2@uis.edu
	773-896-6823

	Ellen Campbell
	ecamp2@uis.edu
	815-821-3040

	Michael Corks
	mcork2@uis.edu
	773-726-4768

	Cassidy Crossman
	ccros3@uis.edu
	217-371-2906

	Matt Dixon
	mdixo3@uis.edu
	773-396-7617

	Beth Hoag
	bhoag2@uis.edu
	217-206-8312

	 
	(alternate number)
	217-299-2417

	Prarthana Khullar
	pkhul2@uis.edu
	217-816-9227

	Jessica Kurpiel
	jkurp2@uis.edu
	847-287-1069

	Alicia Moser
	amose2@uis.edu
	217-853-4658

	Jamila Patterson
	jpatt6@uis.edu
	618-530-2620

	Liz Postlewait
	epostlew@uis.edu
	618-540-4935

	Timothy Robert
	trobe4@uis.edu
	217-721-2184

	Will Ryan
	wryan6@uis.edu
	217-899-1455

	Jessica Schmit
	jschmi20@uis.edu
	815-325-1150

	Latasha Shannon
	lshan4@uis.edu
	772-886-6207

	Preeti Shrestha
	pshre2@uis.edu
	217-553-1613

	Danielle Stanley
	dstan2@uis.edu
	708-829-1960

	Amanda Stevenson
	astev3@uis.edu
	309-337-0870

	Cynthia Thompson
	cthom2@uis.edu
	217-206-6665

	 
	(alternate number)
	217-725-6754

	Mary Umbarger
	mumbarg2@uis.edu
	309-738-4925

	Wendy Withrow
	wwith1@uis.edu
	217-206-6671

	 
	(alternate number)
	217-691-5464


FREQUENTLY REQUESTED NUMBERS & LOCATIONS
	UIS Campus Police
	6-6690 Non-emergency

6-7777 Emergency
	

	Admissions
	6-4847 
	UHB 1080

	Athletics
	6-6674
	SLB 16

	Bookstore
	6-6766
	PAC 122

	Bursar
	6-6738
	PAC 184

	Campus Services
	6-6776 
	BSB 139

	Career Development Center
	6-6508
	SAB 50

	Center for Teaching and Learning
	6-6503
	BRK 462

	Central Stores
	6-6608
	BSB 144

	Central Receiving
	6-6654
	BSB 100

	Counseling Center
	6-7122
	HRB 64

	Computer labs
	6-7350 

6-7359 
	UHB 2030

HSB 108/108

	Disability Services
	6-6666
	HRB 80

	Fitness Center/TRAC
	6-6658
	TRAC

	Financial Assistance
	6-6724
	UHB 1015

	Health Services
	6-6676
	BSB 20

	Housing Commons
	6-6190
	HBC 14

	Human Resources
	6-6652
	HRB 30

	International Student Affairs
	6-6678
	HRB 52

	Library Information Desk
	6-6633
	BRK 200

	Lincoln Residence Hall 
	6-6200
	LRH 100

	LGBTQ Resource Office
	6-8313
	VPA

	Multicultural Student Affairs
	6-6333
	SLB

	Records (students)
	6-6736
	UHB 33B

	Registration
	6-6174
	UHB 1094

	Student Accounts
	6-6727
	PAC 165

	Student Insurance
	6-7142
	HRB 30

	Student Center
	6-7729
	SLB

	Student Life
	6-6665
	SAB 20

	SOC- Student Organization Center
	6-4SOC
	SLB 16

	Tech Support Help Desk
	6-7357
	HSB 127

	Volunteer
	6-8448
	SAB

	Women’s Center
	6-7173
	SAB 35


FREQUENTLY ASKED QUESTIONS
Where is the Admissions office?  
UHB, first floor
Where do I get my transcripts?  
Admissions – UHB

I am interested in a job at Student Life/Student Center, who do I talk to? 

If we are hiring, it will be posted on the Student Life website and the Student Employee Website.  Please do not direct walk in inquires to Beth until after the application has been completed.

Beth Hoag, bhoag2@uis.edu
How do I start an organization on campus?  
Go to Student Life website and under ‘Downloads’ click ‘Forms for Student Organizations’ and then ‘New Student Organization Registration form’ You must have at least 4 members, an advisor, and constitution.
How do I reserve a space?  
File a space request form online at the Student Life website or at the Student Life office.

How do I put an event on the student life e-mail?  
Send it to Cynthia Thompson by Friday at 3pm for the Monday e-mail and Wednesday at 3pm for the Thursday e-mail
When are preview days?

http://www.uis.edu/admissions/preview.html
When and where does SGA meet?  
PAC TV Studio on every other Sunday at 7 pm
Look at for specific dates: http://www.uis.edu/sga/schedule.html
When and where does Interclub council board (ICCB) meet? 
Student Life Conference Room (SAB 10) the same Sunday’s at SGA Sunday at 5 pm. The pink cards have the meeting dates on the as does the ICCB website http://www.uis.edu/sga/ICCB/meetingdates.html

What is the Bursar?

The Bursar’s Office is the Cashier’s Office and serves as a postal substation.

Where can I mail a letter or package?  Where can I buy stamps?

The Bursar’s Office offers services for mailing of a letters but not packages.  Stamps are available at the Bursar’s Office

When I am going to get my bill?

All bills are online.  Students can access their account information at any time during the semester using their enterprise ID and password (the same one you use for registration) on the web at https://apps.uillinois.edu/selfservice/.  
Where can I pay my campus bills?

The Bursar/Cashier Office on the first floor of the PAC, by mail, or on line.

How do I check my e-mail

Go to www.uis.edu and click on Webmail in the top right corner and log in. 

What is the student immunization requirement?
Campus policy requires that all students attending classes on the UIS campus must provide proof of immunization prior to their first semester of attendance at UIS. In addition, students who are not U.S. Citizens must have a Tuberculin Skin test given at the Campus Health Service or a Public Health Department Clinic no more than 60 days before they register for classes. Please note that students enrolled in “on-line” classes only, as well as students attending classes exclusively at the Peoria Center, are exempt from this policy.

Failure to provide proof of immunization by the deadline results in the assessment of a $25 immunization non-compliance fee, as well as a restriction being placed on course registration in future semesters. The deadline for submission of immunization forms for students beginning in Fall is specified in a mailing to students. Office hours for Campus Health Service (located in BSB 20) are 8:30 am until 5:00 pm Monday through Friday.  Detailed information regarding the immunization requirement may be obtained by calling the Campus Health Service at (217) 206-6676 or checking on the web at http://www.uis.edu/healthservices/immunization/immunization.htm
What are the student insurance requirements?  How can I get an exemption?

All students (except students enrolled exclusively in on-line classes) who are registered for one credit hour or more of classes at UIS are automatically assessed the student insurance fee unless they have completed a “Petition for Exemption” form and provided proof of alternate health insurance to the Office of Human Resources before the semester deadline. The insurance fee for Fall is $214.  Hours for the Office of Human Resources are 8:30 am until 5:00 pm Monday through Friday. For more information call the Office of Human Resources at (217) 206-7020 or visit the website at http://www.uis.edu/humanresources/Student%20Ins/student_ins.htm.

How much is my parking sticker and where do I get it?

You can obtain a parking tag at the lower level Parking Operations office in the Public Affairs Center (PAC).  Student parking tags cost $30 for a semester and $60 for the year. We now have hanging tags for non-residential students. If this hanging tag is lost, a new one must be purchased at the same price of the original. Tags must be displayed no later than the specified date.  Please remember to bring the following info with you when applying for a parking tag: Drivers License, description of vehicle (make, model, year, color and license plate). Business hours for the Parking Operations Office are 8:30-5pm Monday through Friday.
Parking regulations, including a downloadable decal application form, are available at http://www.uis.edu/parking/ .
How can I check out books from the library?

To check out books you will need to have your campus i-card.  Additionally, you can manage your account on-line.  Go to the Brookens Library Website, go to my account, and enter your 14 digit library code (from your i-card) and your last name.

When is the last day I can return my books to the bookstore for a refund?

It changes every semester. Call the bookstore at 206-6766.


How do I apply for a campus job?

Submitting your application and resume online on the Career Development Center’s “Career Connect” http://www.uis.edu/careerservices/uissuccess/uissuccess-login.html is required.
Also, you can visit the Student Employment Office at UHB 1030 (within the Office of Financial Assistance) and fill out the necessary paper work.  You can also look on-line for information and campus postings at http://www.uis.edu/financialaid/StudentEmployment/.  The phone number is (217) 206-6724.

If you are looking for an off-campus part-time or full-time job visit www.uis.edu/careerservices and click on UIS-SUCCESS.

What is an i-card?

The i-card is the official University of Illinois identification card. Cardholders use the i-card for door access, dining, copying, printing, and a variety of other University services.

Where can I get an i-card (campus ID card)?  

The Campus i-card office is located on the first floor of the Public Affairs Center (PAC), down the hall from the Studio Theatre and Bookstore.

What do I need to bring with me to get my i-card?

You MUST be registered for at least one class; you will also need a driver’s license or photo ID.  Hours for the first week of classes are Monday – Thursday 9am - 6pm and Friday 9am - 5pm.

Is there child care on campus?

Yes, call the Cox Child Care Center (206-6610) before 1pm and speak with Deb Hartz or Stacy Hembrough.

How can I set up my e-mail, get a net ID or reset my password?

All enrolled students at UIS must claim their Campus Network ID (NetID) by going to www.uis.edu/its/netid. When the NetID is claimed a UIS student email address and mailbox are created automatically. Student E-bills and other official information will be sent to your UIS student email address.  Announcements regarding a wide variety of campus activities and events are also sent to your UIS email address.  You should plan to frequently check your student email box, as well as the UIS web site at http://www.uis.edu. 
What is my NetID?

Your email address is your NetID followed by @uis.edu. For example, a student with a NetID of jsmit2 will have an email address of jsmit2@uis.edu.  Students use their campus Network ID (NetID) and password to access their UIS email and other campus services.  Your NetID (and email) remain active as long as you remain enrolled.  (NetIDs also remain active between semesters and over the summer).  Your NetID is your campus ID and may be different from your enterprise ID which is used for university-wide systems.

Contact Information Technology (217) 206-7357 or visit the website http://www.uis.edu/its .
The Campus Technology Support Center help desk is open from 8:30 am until Midnight Monday through Friday, 10-6 on Saturday, and on Sunday 1-9pm when classes are in session.
UIS STUDENT LIFE EQUIPMENT CONTRACT

Today’s Date __________________________
Date(s) requested: from ___________ to_________


Event Name: ___________________________
Event Location: _____________________________
Event Start Time: _________________

Event End Time: ______________________
Equipment Requested:
( 
Popcorn Machine -Supplies can be purchased for $2 a packet (A packet includes popcorn, butter/salt, bags).  Supply payments can be made at drop off or pick up.  It is also the responsibility of the organization to return the machine clean and without damage. A $30 cleaning charge will be implemented if the machine is not adequately cleaned.
(
Portable Sound System -2 speakers, 1 cordless microphone & all necessary wires will be provided. 
(
Student Life Lighting System - $10/hour for student groups, $15/hour for departments

The lighting system includes two lighting trees with 5 lights each.  The cost includes drop off, operation, and pick up costs (not to exceed 4 hours). Due to high levels of coordination we require a reservation at least two weeks in advance for student organizations and campus departments
(
Student Life Cooker- The cooker is a large wrought iron grill to be used for serving 25 or more people.
Due to high levels of coordination with other campus offices we require a reservation at least two weeks in advance for student organizations and campus departments
· LCD Projector 

· Window Paint Kit – must have reserved a window via the Window Paint Form online 1 week prior
(
Other:   _______________________ (chalk, paint, tent, table skirting, bubble maker, décor, event kit)
Organization_________________________
Contact_______________________________________

Phone________________________

E-mail________________________

For button maker, popcorn machine, sound system

These must be picked up during student life office hours

Approx. Pick up time: ________ Approx Drop off Time: ______
The Student Life Office hereby grants the use of the above stated equipment. The organization agrees to assume all responsibility for any damages, which may occur during the use, and/or transportation of said equipment. If damage to the equipment occurs the organization will be liable for the entire amount of the repairs/ replacement.  If damage does occur, the organization will not be allowed to borrow equipment and all funding sources will be frozen until the entire amount is paid.   The organization further agrees to return the equipment to the Student Life Office the first business day following the last date of use.  Each day the equipment is late a $10/day late fee will go into effect.
___________________________________

_________________________________
_______________
Director/Assistant Director Signature 

Organization Contact Signature

Due Date

Please give a signed copy back to the student group upon pick up

Office Use Only:

Date Out:
_______________

Staff Initials: 
_______________



Date Returned:  ________________

Staff Initials: 
_______________

Speaker System

SOC

SL
# of popcorn packets taken ______

# of popcorn packets returned ________

# of popcorn packets used ______ x $2 =  $ ______
( Cash
( Check #__________( Account #

FOR BETH/CYNTHIA ONLY

For cooker only:

__  Joan buckles contacted regarding pick up and drop off

For lighting system:
__ Tech Crew contacted regarding pick up and drop off


EQUIPMENT RENTAL HIDING SPOTS

POPCORN MACHINE

SOUND SYSTEM
EVENT KITS

COOKER

LIGHTING

LCD PROJECTOR

TABLE SKIRTING

CHALK

WINDOW PAINT

TENT

BUBBLE MAKER
CARD-MAKING SUPPLIES

REGULAR PAINT

MYO PIXIE STIX

TEAM BUILDING GEAR

MINI GOLF SET
CASINO NIGHT EQUIPMENT

STUDENT CENTER

SOC, Housing owns one of their own!!
ONE EACH (SL AND SOC)

GROUNDS CREW 

STUDENT CENTER

STUDENT CENTER CABINET

STUDENT LIFE STORAGE

SOC

SOC

SOC UNDER WORK TABLE

STUDENT LIFE STORAGE

SOC

SOC

SOC

STUDENT LIFE STORAGE

STUDENT LIFE STORAGE

SAC STORE-ROOM
CANNOT BE RENTED
CRICUT

XBOX 360

LAMINATOR

GAME-SYSTEM GAMES
POSTER MAKER

WII
TEXAS MARKERS
CRICUT CARTRIDGES

(Accent Essentials, Opposites Attract, Winter Wonderland,

Animal Kingdom, Stretch Your Imagination,

Going Places, From My Kitchen,

lphalicious, Plantin Schoolbook, Locker Talk, Cuttin' Up)
HOW   TO PRINT A CALENDAR BY LABEL
1. Click VIEW on the top tool bar

2. Hover over ARRANGE BY 

3. Hover over CURRENT VIEW

4. Click CUSTOMIZE CURRENT VIEW

5. Click FILTER

6. Click the ADVANCED Tab

7. Click on FIELD

8. Hover over FREQUENTLY-USED FIELDS

9. Click on LABEL

10. Under VALUE, choose the label that corresponds with our customized label system. For example, Popcorn Machine is the 3rd label down on our list, but the 3rd choice down on the VALUE list is Personal. So you would click on PERSONAL. (None does not count as the first on the list.)

11. Once you have chosen a Value, Click on ADD TO LIST.

12. Click OK

13. Click OK

14. Print your Calendar (Remember to input the month in the Print Prompt so that you don’t print a ton of months)
Equipment Calendar Color-Code and Coordinating Label
1st – Color

2nd – Our label

3rd – Label in the Calendar
PINK – SOUND SYSTEM - IMPORTANT

DARK BLUE – LIGHTING SYSTEM - BUSINESS

GREEN – POPCORN MACHINE - PERSONAL

GREY – STUDENT LIFE COOKER - VACATION

ORANGE – LCD PROJECTOR – MUST ATTEND

TURQUOISE – OTHER – TRAVEL REQUIRED

YELLOW-GREY – STUDENT LIFE BOARD ROOM – NEEDS PREPARATION

PURPLE – STUDENT LIFE LARGE CONFERENCE ROOM - BIRTHDAY

BLUE-GREY – SOC LOUNGE - ANNIVERSARY

YELLOW – WINDOW PAINT – PHONE CALL
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SECRET SHOPPER

Name:  _____________________

Date: ______________________



Time: ___________________

Thank you for agreeing to be a secret shopper for Student Life/SOC.  Please enter the Student Life/SOC and ask the question indicated in #3.

Please review the questions before entering the center.  Do not bring the sheet in with you.  Once you have completed the shop fill out the form and return to Beth Hoag immediately.

1. Where you greeted when you walked into the Student Life office?
Yes
No

a. If yes, please describe 

b.   If no, please describe was the student employee was doing? 

2. Please rate your experience on the following

Strongly 
             Neutral

Strongly

Agree



Disagree

The employee was friendly

5
4
3
2
1

The employee appeared 


5
4
3
2
1

Knowledgeable
The office was clean


5
4
3
2
1

My question was handled 


5
4
3
2
1

In an efficient manner

If you provide less than a 3 on any of the above please explain below on the back page

3. QUESTION TO ASK: ________________________________________________________

___________________________________________________________________________
4.  What answer did your receive?

5. Any Additional comments

STUDENT LIFE/SOC PERFORMANCE REVIEW

The Student Life/SOC supervisor should evaluate the employee objectively, comparing him/her with other student employees of the same workstation, or with their individual standards.  Remarks are greatly appreciated as they contribute to a more complete evaluation of the employee.

Ratings

5 – Outstanding: performance exceeds expected standards

4 – Excellent: performance always meets expected standards

3 – Average: performance usually meets expected standards

2 – Below Average: improvement needed to meet standards

1 – Poor: substantial improvements needed to meet standards

Employee Name: ​​​​​​​ ______________________
Position: ​________​​​​​​​​​​​​​​​​​___________________

Evaluator: ​____________________________
Position: ___________________________

1. KNOWLEDGE OF DUTIES: 


 Understanding of all operations, responsibilities and policies

                   

COMMENTS: 

2. RELIABILITY: 








Full attendance, punctuality, performs job duties, accomplishing goals set by supervisors, performs duties on the weekly checklist on a regular basis, consistently completes the hourly report
                             

COMMENTS: 

3. QUALITY OF WORK:

Carefulness, neatness, and accuracy, ability to work independently, cleanliness of area, quality of work on projects and weekly assignments, provides through responses in comment section of hourly report
                       

COMMENTS:  
4. ATTITUDE:  
Enthusiasm shown for job, friendly & cooperative with supervisors, staff and patrons
   

COMMENTS:  

5. JUDGEMENT:  
Ability to apply common sense and sound decision-making to situations based on policies and procedures, ability to balance professionalism in a fun/energetic work environment
    
COMMENTS:
6. INITIATIVE:  
Strives to attain area goals, independent action, suggests new ideas, enthusiasm in accepting and completing responsibilities

      COMMENTS:

7. COMMUNICATION:  
Listens effectively, informs supervisor of concerns, notifies when will be late or miss shift, reads and responds to work related email in a timely fashion

COMMENTS:
 MISSED SHIFTS:  ____________


    TIMES LATE:  ______________ 


EMPLOYEE COMMENTS:

________________________________________________________________________________________________________________________________________________________________________________________________________________________

EMPLOYEE SUPERVISOR COMMENTS:

__________________________________________________________________________________________
__________________________________________________________________________________________
NEW GOALS:

1. _______________________________________
2. _______________________________________
3. _______________________________________

EMPLOYEE SIGNATURE:  _____________________________

___/___/___

SUPERVISOR SIGNATURE: ____________________________

___/___/___

TELEPHONE BOMB THREAT FORM

Date: __________________________
Time: _________________

Exact words of person making threat: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Questions to ask caller

1. When is it to go off? ______________________________________________________________

2. Where is it right now? ____________________________________________________________

3. What does it look like? ___________________________________________________________

4. What kind of bomb is it? __________________________________________________________

5. Did you put it there? _____________________________________________________________

6. Why? ________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. What is your name? _________________________________________

Callers Voice

( Male

( Angry

( Soft

( Nasal

( Female
( Excited
( Loud

( Raspy

(Young

( Calm

( Distinct
( Speech Impediment

( Old

( Nervous
( Slurred
( Accent

Background Noises

( Street Sounds
( Music

( Clear

( Factory/Machines

( Restaurant
( PA System
( Static

( Office 

( Voices

( Motor

( Long Distance
( Booth

( Aircraft
( Bells

( Other

Threat Language

( Foul

( Well-Spoken
( Incoherent
( Taped
( Read 
Did you recognize the voice?

YES

NO

Report call immediately to Campus Police at 6-7777.
STUDENT  LIFE  WEEKLY  CHECK  LIST

Week of ___________________
DIRECTIONS: Each week all of the following tasks must be completed. If you complete a task, please place a check in the box, initial, and date the item.

· _____ Every Monday, update the Bulletin Board Calendar!!!
· _____ Wipe desks off and counter with time clock
· _____ Add paper to the fax machine and printer
· _____ Tidy the supply room next to Wendy’s Office
· Do we need any specific colors of paper?
· ______________________________________
· Check supply cabinet to see if we need any more supplies.
· ______________________________________
· _____ Tidy the Break Room
· _____ Organize ALL counter space
· Throw away outdated material
· Stack materials appropriately
· _____ Check catalogs, and throw away outdated versions (if needed)
· _____ Check hallway bulletin board for any old info and dispose of it
· _____ Water Plants
· Tuesday  _______________
· Thursday _______________
· _____ Go to all bulletin boards on campus and remove outdated material. (This should only be done if there are two people working a shift)
· _____ FRIDAYS ONLY: Attach the most recent copy of the Filemaker Database and e-mail to Beth at bhoag2@uis.edu
At the end of the week, please place this COMPLETED checklist in the inbox outside Beth’s office.

Initial and Date when complete________________________________
SOC Weekly Check List

Week of: ____________
Directions:  Each week all of the following tasks must be completed.  If you complete a task please place a check in the box, initial, and date the item.  

· Print off Student Life e-mail and put in “Student Life Info” folder

· Monday: _____________

· Thursday: ____________

· ______ Wipe desks off and counter with time clock.  

· ______ Add paper to the printer and copier
· ______ Tidy the work room
· Do we need any specific colors of paper? if yes e-mail Wendy
· Check supplies to see if we need any more supplies.
· Make sure window paint kits are organized

· Put up new posters on the wall of posters
· ______ Check catalog files, throw away old catalogs if needed

· ______ Check hallway bulletin board for any old information and dispose of it
· ______  FRIDAYS: Attach the most recent copy of the Filemaker Database and e-mail to Beth
At the end of the week place the completed checklist in the inbox outside Beth’s office.

ICCB Fall Meeting Dates
ICCB Funding Applications will be accepted until 5pm on Friday previous to the Sunday Meetings.

All meetings are on Sunday at 5pm and meet in the Student Life Office in SAB/SOC and must be stamped.
FALL 2009 DATES:

September 13

September 27

October 11

October 25

November 8

November 29
December 13

ICCB
Purpose of the Inter-Club Council Board (ICCB)

The Inter-Club Council Board (ICCB) is a standing committee of the Student Government Association.  As a guiding body for student organizations under the SGA, this committee looks to ensure equal opportunities for all student groups involved in planning campus events.  The purpose of this committee is to promote, facilitate and supplement funding for student organizations wishing to host events for the UIS community.  The ICCB encourages its student groups to plan activities that promote diversity, learning, community awareness and civic engagement.  Clubs and Organizations seeking funding for activities should fill out an ICCB Request for Funding form.
ICCB Funding Request Form and Process

After you have completed the registration forms and have been notified by the Student Life Office that you are “registered”, your organization will be eligible to receive funding. 

· Pick up an ICCB Funding Request Form. Forms are at the following places

· Student Organization Center (SLB 12)

· Student Life Office (SAB 20)

· www.uis.edu/studentlife

· The request must be signed by the organization’s president and advisor 

· Itemize your expenses. The more research you do before your submit your funding request the more accurate the request will be.

· Identify any co-sponsorships you have. 

· Show the amount you are requesting from ICCB

· Return the form to the Student Life Office or Student Organization Center (SOC).  Your form will be stamped received and you will receive a copy of the request.  
· Plan to attend the ICCB meeting at which your proposal will be discussed and bring your copy of the proposal. You won’t receive funding unless a representative is there.
· After thanksgiving of the 2009 year, ICCB requests and program reports will only be accepted when submitted online.
All organizations must prepare a zero based activity budget for each individual program they would like to sponsor to receive direct financial support from ICCB. 

Please attach a rationale for any budget requests over $500.00. You must have at least four weeks (4) lead time in order for your request to be approved
ICCB will meet at least once per month during the academic year to hear requests and allocate funds. The required ICCB Request for Funding Form must be turned into Student Life no later than the Friday before the Sunday meeting.

Criteria for Funding Decisions

An allocation for your proposal is usually based on a number of factors including:

· The request follows established eligibility and restrictions as stated in the Student Organization Manual

· That the request is line with the mission of the University

· The nature of the event and how it improves the quality of student life

· Whether the event facilitates community building and improves the campus social life

· Whether the event fosters respect for diversity 

· Whether the event promotes service learning and volunteerism, wellness and holistic student development

· The number of people supporting the event

· The number of students for which the event is targeted

· The cost of the event and its perceived value on campus

· Whether there is sufficient time to fully promote the event and execute it properly- at least 4 weeks lead time

A funding decision takes into account that the request shows forethought with regard to detailed information, such as date, time, place, price estimates, security, publicity, interest by students, and how it fits into the mission of the student organization.

· No budget for special events shall be considered unless the organization submits a budget request on the forms provided by the ICCB to the office of Student Life by the specified due date.

· No organization may commit, by contract or other means, money it does not have.

· Funds may only be expended for budget lines approved by the ICCB; funds may not be shifted to pay for other obligations from the activity.

· Funds not required for an allocated line are returned to the ICCB

· Requests for supplemental allocations must be approved by the ICCB prior to any commitment on the part of an organization.

NOTE:  Exceptions to the above policies may be made only by the Inter-Club Council Board in consultation with the Director of Student Life, and will be based solely on the merit of the request. Failure to adhere to any of these policies may result in the University freezing organization assets and further sanctions from the ICCB and/or Director of Student Life.

The Appeals Process

After budget allocations, an appeals process will be available to the registered organization submitting the budget. This procedure is as follows:

· An individual dissatisfied with ICCB decisions must first, upon submitting a written appeal, return to the next regular meeting of the ICCB for reconsideration of the matter in question. If again, dissatisfied with the ICCB decision, they may make, within ten (10) school days, a written appeal to the Student Government Association (SGA).

· The SGA shall then deal with the appeal at their next regularly scheduled meeting. The decision of the SGA shall be final subject to University and Student Life policies.

Evaluating Your Event

· Any student organization receiving ICCB funds must submit an event evaluation form (Program Report Form) within two weeks of the completion of the event. This evaluation form will include an analysis of the event/program, the total attendance and a description of the expenses, indicating how the allocated funds were spent. This form must be submitted prior to receiving additional funds from ICCB. This form can only be submitted online after Thanksgiving of the 2009 year.
· Event evaluation forms for all ICCB funded events are due two weeks prior to the end of the spring semester to the Office of Student Life

· Student organizations that do not submit these forms may be ineligible to receive ICCB funds in the future.

COPY MACHINE INSTRUCTION
BASIC INSTRUCTION

1.  Turn copy machine on (button located on lower left hand corner)

2.  Two ways to make copies:

· Lift lid and put paper on glass (face down - be sure to lower lid before copying)

· Insert paper on top of lid in tray (face down)

3.  Slide copy card into machine on wall (if making several copies, press HOLD button)

4.  Type in number of copies needed

5.  Press start.

6.  Press CLEAR button on machine when finished making copies.

PAPER

Paper is located in the bottom cabinet beneath the copier
If we are running out of paper inform Chris Ryan if in SAB or Beth in SLB.
Top drawer is where paper is restocked

HOW TO COLLATE:
[image: image2.jpg]



6. Press the Output Button

[image: image3.jpg]



2.  When collating you have three options:

Sort

· will collate copies into several stacks
· So a packet of 3 pages would come out 1,2,3
Staple/Sort

· will staple and sort copies at the same time
· So a packet with 3 pages would come out 1,2,3 with a corner staple
Group

· will group all copies together
· So when coping 3 pages 3 times it would come out 1,1,1 2,2,2 3,3,3

3.  Press the OK button on the top right of the screen
DOUBLE SIDED VS. ONE SIDED
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1. Press the 2-sided copy button
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2.  When choosing sides you have four options:

1 ( 1
· This is the default setting.  Use it with you have a document that is one sided and what the finished product to also be one sided
1/1 ( 2
· Use this when you have a document that is one sided but you want the finished product to be 2 sided.
2( 2
· Use this with you have a document that is two sided and you want the finished product to be two sided.

2( 1/1
· Use this with you have a document that is two sided and you want the finished product to be one sided.

3.  Press the OK button on the top right of the screen
EXPOSURE LEVEL
[image: image6.jpg]



1.  If a copy comes out too light or too dark you can change the exposure.  Press the exposure button.
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2.  The choosing exposure level a 4 part menu will pop up
· AUTO- Default setting

· TEXT – Use if the document only contains text

· TEXT/PHOTO- use if the document contains both text and photos

· PHOTO- Use if the document contains a photo

3.  A screen with a scale from 1-5 will appear.  The default will be 3.  If the document needs to be lighter try 2 or 1, if it needs to be darker try 4-5.  

4.  Press ok
Golden Telephone Rules

1. Be prompt, and answer within two rings; callers don’t like to be kept waiting.

2. If you are going to be away from your telephone for any length of time, remember to forward your calls in order that the caller doesn’t have to be repeatedly transferred.

3. Answer with a smile.  It comes across in your voice, making you sound friendly and positive.

4. When you answer, give a verbal handshake, announcing the company name and department, as well as your own name.

5. When making a call, make sure it is a convenient time for the other person to receive it.

6. Show empathy to build an instant relationship with you caller by using a warm, friendly tone of voice.

7. Use open questions to find out facts and information and closed questions to clarify and check understanding.

8. If you can, answer caller’s questions promptly and efficiently.  If you can’t help, tell them what you can do for them.

9. Use continuity sounds to show the caller that you are listening.  For example, “Oh yes,” “I see,” or “That’s right.”

10. Repeat names, telephone and fax numbers, and dates back to the caller to make sure that you have them right.

11. Give the caller your full attention.  Nobody can hold two conversations and retain 100 percent information from both.

12. Keep focused on the subject at hand, and do not interrupt the caller with pointless questions.

13. Remember that both people engaged in a call have the right to know who they are talking to.

14. Agree on actions that either party will take.

15. End your call on a positive note.  Check to see that your caller has asked all the necessary questions and has all the information he or she was asking.

16. “Sign off” properly.  Although circumstances vary, this usually means confirming what will happen as a result of the call and thanking the other person for his or her time.
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With LRH and FRH posters and flyers must go directly to the Resident Advisors or in their mailboxes.

 SAC Contact Sheet
FOR OFFICE USE ONLY-NEVER GIVE OUT PERSONAL PHONE NUMBERS

	Name
	Position
	Email
	Cell Phone Number

	Beth Hoag
	Advisor
	bhoag2@uis.edu
	(217) 299-2417 

	Alicia Moser
	Chair
	Amose2@uis.edu
	(217) 853-4658

	Mary Kate Bansley
	V.C. of Finance and Co-Sponsorship
	Mbans2@uis.edu
	(773) 896-6823

	Michael Stevens
	V.C of Internal Affairs & Communication
	Mstev2@uis.edu
	

	Jessica Kurpiel
	Coffeehouse
	Jkurp2@uis.edu
	(847) 287-1069

	Ashley Price
	Diversity
	Apric3@uis.edu
	(708) 691-4327

	Renae Debelak
	Marketing
	Rdebe2@uis.edu
	(815) 931-9570

	Lauren Gaughan
	Marketing
	Lgaug2@uis.edu
	

	Everitt Oneal
	Film
	Eonea2@uis.edu
	(708) 334-6763

	Lakeshia Washington
	Traditions
	Lwashi7@uis.edu
	(708) 527-8939

	Leslie Reutter
	Traditions
	Lreut2@uis.edu
	(815) 867-2213

	Jamila Patterson
	Performance
	Jpatt6@uis.edu
	(618) 530-2620

	Amanda Flesch
	Special Events
	Afles2@uis.edu
	(217) 433-1099

	Teresa Fernandes
	Off-Campus
	Tfern2@uis.edu
	

	
	
	
	


DIRECT ALL AGENTS TO uissacc@uis.edu or 206-6463
RESERVABLE SPACE

Building


Room


Set Up Style
     Capacity
Equipment
PAC


C


Flexible seating

PAC


D


Flexible seating

PAC


E


Boardroom Style

24

PAC


F                      

Tiered Seating 

72

PAC


H


Classroom Style

60

PAC


Studio Theatre

Theater Style

375

Lights & Sound
PAC


Food Emporium  

Dance/Tables

PAC


Food Emporium 

Plaza Outdoors/Flexible

PAC


Concourses


Info tables, bake sale 






PAC

  
Atrium (3rd Fl.)

Reception

PAC


Restaurant


Reception/Meal

Brookens


Auditorium                 

Movie/Lecture

192

H-com


Commons


Lounge/As is



Lincoln Residence

Great Room, Café

Flexible


200

Outdoor


Kiwanis Field

Limited

Outdoor


Quad


Various

Various


Classrooms


Various

SLB


Gymnasium


Student Life Building


SLB


SOC


Board Room


12


SLB


Student Center

Flexible Seating

60 seating
Sound System










200 standing

SLB


Plaza


Picnic, Outdoors


SAB


Student Life


Hollow Square

25

SAB 


Student Life


Boardroom


15
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POPCORN MACHINE


Scoop


Is it cleaned?


How many popcorn packets were used?


_______x $3 = _______





SOUND SYSTEM


1 mic


1 mic clip


1 mic cord


2 speaker cables


2 speaker stands


Folding mixer stand


2 speakers


Instruction Manual


1 power cord


Cord for MP3/I-PO
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