








I. GENERAL

A. In an effort to give attention to each student resident room and make necessary repairs prior to Fall semester move-in weekend, Facilities Services and University Housing Services has developed the Summer Building Improvement (SBI) Team program.  This program not only helps meet maintenance needs, but also offers University Housekeeping Services staff the opportunity to develop a working knowledge of tools and safety procedures in the building trades field.  Housekeeping Services employees can gain valuable experience, which may make them more attractive to potential employers either within the State system, other public sector, or the private sector.  Experience gained may include skills in general small carpentry repairs, painting, installation of hardware, and other general tasks as required.

B. The selected applicants for the SBI Team program shall receive a 15% increase in pay during the term of summer program.  Housekeepers who transfer from the night shift shall not receive shift differential during the program.  Employees shall revert to their current pay rate at the end of the program.  

II. RESPONSIBILITIES

A. Selected applicants shall:

1. Participate in skills training prior to project start up.  The SBI Team Manager shall determine training requirements and coordinate its completion.

2. Be responsible for all tools and materials issued during the training program and return all items at the end of the program.

3. Typical tasks performed by the SBI Team shall include, but are not limited to, the following:

a. The inspection of residence halls in accordance with the SBI Room Inspection Checklist (35-0004.1 SBI Team Program-Inspection Checklist).

b. Carpentry

1) Tighten door, closet, and furniture hardware.

2) Secure door viewers.
3) Reattach bed frames and re-secure built-ins to the floor or wall.

4) Install missing towel racks, closet rods, and hooks.

c. General Maintenance

1) Replace missing screens and window hardware.

2) Replace mattresses and chairs as needed.

3) Move furniture as required.

4) Replace/repair Window Blinds.

d. Electrical

1) Remove/install wall plates.

4. Work orders shall be created through the Facilities Service Center for any maintenance requirements beyond the scope or capabilities of the SBI Team.

III. ELIGIBILITY

A. Housekeeping Services staff must meet the following criteria to be eligible to participate in the SBI Team program.  

1. Eligible employee shall have a “Good” or better rating on their current performance evaluation.

2. Eligible employee shall have no active disciplinary actions on record or performance issues on record.  

3. Eligible employee shall have a positive work attendance record as verified by the required recommendations of the Supervisor and Manager on the application.  The SBI Project Manager shall review the attendance record for the last 4 to 6 months reviewing the Employee’s punctuality, use of unauthorized leave, and use of leave as soon as earned.

4. Eligible employee must commit to the program for the full term of the program (approximately 8-10 weeks) and be willing to take vacation time when specified by the program.  The SBI Team Manager shall provide a vacation schedule based on the Team’s progress no later than the 5th week of the program.  

5. Eligible employee must commit to following the summer hours work schedule. Normally, the program does not include weekend work unless deemed necessary by the SBI Team Manager.

6. Eligible employee must be committed to learning new skills and be physically able to climb steps and ladders, stoop, bend, lift, reach, etc. and meet the minimum work exertion criteria listed on the Physical Activities and Requirements checklist for the Americans with Disabilities Act (ADA).

7. Eligible employee must possess basic communication skills.
8. Supervisors and lead employees are not eligible to be members of the SBI team.
IV. PROCEDURES
A. The Director of Housekeeping Services shall appoint a Housekeeping Services Manager to serve as the SBI Team Manager by March 1st.  Normally the Housekeeping Services Manager for Residence Halls serves as the SBI Team Manager.

B. In addition to being responsible for the training of selected applicants, the SBI Team Manager shall determine the order of inspections, the tasks to be performed, and the timetables for completion. 
C. The Director of Housekeeping Services and the SBI Team Manager are responsible for “advertising” the SBI Team program in Housekeeping Services.  Specifically an introduction letter and Application shall be distributed to every Housekeeping Services employee by March 15th.  The Director of Housekeeping Services shall instruct Supervisors and Managers to discuss the SBI Team program with staff.    

D. To be considered for the SBI Team program, an eligible employee shall submit a complete application with recommendations i.e. signatures of their respective Supervisor and Manager to the Director of Housekeeping Services no later than April 15th.  35-0004.2 SBI Team Program-Application is the application to complete for SBI Team.
E. The SBI Team Manager shall review the applications and confirm each applicant meets eligibility criteria.  A committee consisting of the SBI Team Manager, the Housekeeping Services Manager for Residence Halls if not the SBI Team Manager, a Housekeeping Services Supervisor for Residence Halls chosen by the Director of Housekeeping Services, and the Director of Housekeeping Services shall interview each eligible applicant.  The interview process shall follow University interview guidelines.  
F. The number of SBI Team members will be determined by management each year to complete the required tasks in the Residence Halls in the allotted time period.  Alternates may be selected to backfill open positions on the SBI Team if they occur or if more SBI Team members are needed.  The committee shall select the most qualified eligible applicants to serve as the SBI Team and alternates.  
G. The selected applicants for the SBI Team program shall receive a 15% increase in pay during the term of the program. Housekeepers who transfer from the night shift shall not receive shift differential while on the SBI Team.  Employees shall revert to their current pay rate at the end of the program.  An alternate shall not receive the increase in pay unless the alternate fills a position on the SBI Team. The alternate shall receive a 15% increase in pay during the time the alternate fills a position on the SBI Team.  

H. Housekeeping Services may hire temporaries to complete the SBI Team if enough qualified eligible applicants are not found.  
I. The positions that are vacated by the SBI Team may be filled by temporary hires.  University Housing is responsible for the payroll expense of back filling a temporary position for any Housekeeper assigned to the SBI Team project from an area other than Housing i.e. Academic.  
J. The SBI Team Manager shall request feedback from the Housekeeping Services Manager for Residence Halls, the Assistant Director, Facilities Services – Residence Facilities, and the Director of Housing Services during the program and following the program.
K. The SBI Team Manager shall complete an Evaluation Form (35-0004.3 SBI Team Program-Evaluation) for each SBI Team member upon completion of the program.  The committee shall review the Evaluation Form if the employee is interviewed for next year’s SBI Team.  
L. The SBI Team Manager may dismiss an employee from the SBI Team with the approval of the Director of Housekeeping Services if the employee fails to meet qualifications, is unable to perform assigned tasks, fails to follow directions, does not act as a supportive Team member, receives a disciplinary action, etc. The SBI Team Manager shall also complete an Evaluation Form (35-0004.3 SBI Team Program-Evaluation) for a dismissed SBI Team.  The committee shall review the Evaluation Form if the employee is interviewed for next year’s SBI Team.  An employee dismissed from the SBI Team program shall return to their current position and revert to their current pay rate.   
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