








I. GENERAL

Many Campus Operations employees do not have daily access to e-mail and other official University and departmental notices.  It is imperative that employees are kept informed on issues that concern them.  This COSP is established to ensure official notices and information is disseminated to all employees.

II. RESPONSIBILITIES

It is the responsibility of Directors, Assistant and Associate Directors, Managers, and Supervisors to ensure compliance with this COSP.

A. Assistant and Associate Directors and Managers

1. will ensure a secure bulletin board is located in all Campus Operations areas, shops, or Housekeeping satellites in a prominent location accessible to all staff members.  If more than one shop shares a facility, one (1) bulletin board can be located to be accessible to all employees utilizing that facility.

2. will designate those official correspondence to be posted to bulletin boards and determine a date on which the correspondence is to be removed from the board.  This date will be annotated on the correspondence.

B. Supervisors

1. Will ensure correspondence is posted on bulletin boards and removed on specified removal date.

2. Will ensure personal notices are not posted on official Facilities Services bulletin boards.

C. Assistant and Associate Directors, Managers, and Supervisors should remind employees to check official bulletin boards on a regular basis.

III. PROCEDURES

A. Bulletin boards should be divided to designate space for both permanent and temporary notices.

B. Permanent notices to be posted on bulletin boards include, but are not limited to, the following:

1. Safety information

2. Policy memorandums including, but not limited to, the following:
a. Statements regarding Equal Employment Opportunity policies provided by the Office of Equal Opportunity and Equity such as Notice of Nondiscrimination; Religious Accommodation Policy; Sexual Orientation Policy; Equal Employment Opportunity is the Law; Americans with Disabilities Act; Improper Relationships between Students and Employees; Sexual Harassment and Discrimination; Equal Opportunity/Affirmative Action Policy; Unlawful Workplace Harassment Prevention Policy; and Racial and Ethnic Harassment Policy.
b. Statements regarding governmental requirements for wages, workers’ compensation, working conditions, etc provided by Department of Human Resources. 
3. Emergency procedures

C. Temporary notices to be posted on bulletin boards may include, but is not limited to, the following:

1. Schedules

2. Official announcements

3. Job postings

4. Hard copies of official email notices when applicable (ANNOUNCE message traffic)
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