








I. GENERAL

Facilities Services personnel receive staff development training.  Any training provided to Facilities Services employees shall be documented.

II. PROCEDURES

A. Facilities Services Main Campus, Facilities Maintenance Health Sciences Campus, and Engineering and Architectural Services: 

1. Each group will maintain a database of training provided to employees.  An individual in each group will be assigned to be the training database administrator (TDA).

2. Supervisors will document training provided to their employees.  As a minimum, the documentation will state the employee’s name, date training completed, duration in hours, title or description and the type (technical, safety, other).  This information will be turned in to group’s TDA as training occurs.

3. The TDA will update the database as information is received to 
maintain the database “real time”.

4. Annually, in January, the TDA will print an update for each employee and place it in his or her departmental personnel file and give a copy to the employee.

5. The TDA of each area shall advise their Director upon completion of the January update.

B. Housekeeping Services

1. Training for Housekeeping consists of monthly safety tips, on-the-job training, orientation training, and weekly cleaning methods.  

2. Management will update for each employee training on a monthly basis. 

3. Management will maintain all training records in notebooks and/or centralized filing system for all Housekeeping Staff.

4. See instruction number 70.0001.1 – 70.0001.4 for samples of Housekeeping documentation.

5. Annually in January, an update will be placed in the departmental personnel file and a copy will be given to the employee.

C. The Director of each area shall advise the Director, Resource Management upon completion of the January update.
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