
 

New Employee Handbook 
 

 

 

Welcome! 

 
Welcome to the University of Tennessee and the Facilities Services organization. This handbook will 

assist you as you embark on your new career. We strive to create a safe, engaging, and productive work 

environment. We appreciate your engagement in the orientation process and welcome any feedback 

you may have.  
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What to do with this handbook: 

 
This handbook is for you to reference during your Facilities Services orientation. Because it contains 

departmental policies, it may also be useful to you as a reference later. Contact information is provided if 

you have questions about the content of this handbook.  

 

Who is this handbook for? 

 
This handbook is suitable for all employees new to Facilities Services, as well as those transferring from 

a temporary or part-time status to a full-time status within Facilities Services. 

 

What information is covered in this handbook? 

 
Part 1   Mission and Operational Overview  

Part 2   Professional Image and Conduct 

Reviews this Facilities Services Policy covering uniform and identification guidelines. Reviews the 

University of Tennessee Knoxville’s campus policy on Sexual Harassment. 

Part 3   Attendance, Schedule & Pay Guidelines  

Includes review of these important policies, review of current pay schedule, overview or work 

schedule expectations, and reminder of campus wide smoking policy. 

Part 4   Your Career at UT 

Reviews probationary period and performance review cycle. Outlines training opportunities, 

introduces Employee Relations Committee. References process for ending your employment. 

Part 5   Safety and Emergencies 

Explains annual OSHA training requirements, safety best practices for new employees in the 

workplace, and facilities emergency response plans. 

Part 6   Using Your NetID 

Instructions for accessing several important systems, including Archibus, using your UT NetID. 

 

Contact Information & Policy Reference  
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Part 1 Mission and Operational Overview 
 

Mission 

Our mission is to provide, maintain, and optimize the physical resources and environments of the 

campus for the university community through the integration of people, technology, and innovative 

work practices in order to fully support and promote the University of Tennessee's Vol Vision, its long 

range Masterplan, and its goal of becoming a Top 25 research institution. 

 

Operational Responsibilities 

Facilities Services is responsible for the basic operation and continuous maintenance of most facilities 

on the Main and Agricultural campuses of the University of Tennessee. Campus facilities include 

approximately 280 buildings, slightly more than 15 million square feet of space, and more than 700 

acres of land. In addition to these facilities, we are also responsible for electrical substations that 

provide power to most of our campus buildings, and a central steam plant with natural gas boilers that 

provides heating and hot water to most campus spaces. 

Leadership 

Joe DiPietro 

President of the University of Tennessee (all campuses) 

Jimmy Cheek 

UT Knoxville Chancellor 

Chris Cimino 

Vice Chancellor of Finance & Administration 

Dave Irvin 

Associate Vice Chancellor of Facilities 

 

For a complete staff directory and the most up-to-date organizational chart, visit our website: 

http://fs.utk.edu/Right-nav/Directory.html 

  

http://fs.utk.edu/Right-nav/Directory.html
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Part 2 Professional Image and Conduct 
 

Uniforms & Dress Code 

Facilities Services has a uniform policy that sets expectations and requirements for employee attire to 

maximize and ensure employee safety and wellbeing, maintain a professional departmental image by 

wearing professional attire and as much as possible allow employees to wear comfortable attire. It 

establishes guidelines for dress, appearance, conduct and safety of all Facilities Services personnel so 

that the Facilities Services team presents a visual identity that represents and reinforces our 

professionalism and contribution to the university. A hard copy of this policy has been included in your 

new employee materials. The most recent version can always be accessed on our website: 

http://fs.utk.edu/Resources-nav/deptpolicies.html.  

Uniformed employees will be provided 5 sets of shirts and pants at the start of their employment. 

Employees are responsible for keeping their uniforms clean and in good repair. Those who are required 

to wear Fire Retardant (FR) uniforms are responsible for presenting them for cleaning—ask your 

supervisor about when and how to do this. The supervisor will accommodate reorders when new 

uniforms are required due to sizing or wear.  

All Facilities Services employees are issued a voucher for safety shoes. Uniformed employees are 

required to wear safety shoes at all times. New vouchers for safety shoes are issued annually. 

 

Identification Badges & VOLCards 

Facilities Services Employee Training & Development creates and maintains badges for our employees 

that are to be prominently displayed on the front of the employee’s uniform. If lost or damaged, these 

badges may be replaced by contacting a member of their team at no charge to the employee.  

UT Knoxville issues an ID known as a VolCard from the VolCard office (472 South Stadium Hall). This 

card has a magnetic strip that can be used as for building access or as a campus debit card. This ID 

should not be worn, but kept in a secure place on your person. There is a $30 replacement fee for 

lost/stolen/damaged VolCards. For more information about this ID, visit: http://volcard.utk.edu/. 

 

Policies on Conduct & Harassment 

The University of Tennessee System as well as the Knoxville campus have policies that govern the 

conduct of their employees.  

http://fs.utk.edu/Resources-nav/deptpolicies.html
http://volcard.utk.edu/
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Employees are expected to treat one another, students, and the 

general public in an honest and respectful manner.  

–University of Tennessee Code of Conduct 

http://policy.tennessee.edu/hr_policy/hr0580/ 

 

Facilities Services’ policy on conduct includes the following 

guidelines related to employee conduct: 

1) Employees will respect the diversity of individuals in the 

workplace. 

2) Employees will not use vulgar, intimidating or abusive language, 

or otherwise engage in conduct that reflects poorly on Facilities 

Services. 

In addition, the University of Tennessee, Knoxville campus, 

university-wide administration, university athletics departments, 

Institute for Public Service, and Institute of Agriculture are 

committed to providing an environment free of sexual harassment. 

Sexual harassment by any member (faculty, staff, students, 

applicants) of the university community is a violation of federal and 

state laws and university policy. Sexual harassment will not be 

tolerated. On the left is the official policy definition of sexual 

harassment.  

The university prohibits any retaliatory action against an employee 

for opposing an action that he or she believes to be sexual 

harassment, including the filing of an internal complaint or 

grievance or a charge with a state or federal civil rights enforcement 

agency. 

Please refer to the following website for more information on where 

to go for help and how to report an incident of sexual harassment.  

http://oed.utk.edu/complaints/sexual-harrassment/ 

We encourage all employees to speak up and report incidents 

without delay. 

  

Sexual 

Harassment is… 
 

Unwelcome sexual 

advances, requests for 

sexual favors, and 

other verbal or physical 

conduct of a sexual 

nature constitute 

sexual harassment 

when: 

 

 1) submission to such 

conduct is made either 

explicitly or implicitly a 

term or condition of an 

individual's 

employment;  

 

2) submission to or 

rejection of such 

conduct by an 

individual is used as 

the basis for 

employment decisions 

affecting that 

individual;  

 

or 3) such conduct has 

the purpose or effect of 

unreasonably 

interfering with an 

individual's work 

performance or 

creating an 

intimidating, hostile, or 

offensive working 

environment. 

http://policy.tennessee.edu/hr_policy/hr0580/
http://oed.utk.edu/complaints/sexual-harrassment/
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Part 3 Attendance & Essential Personnel Policies, Work & Pay 

Schedules 
 

Attendance 

The main points of the Facilities Services Attendance Policy are: 

1) Staff and student employees are expected to be at work on time for their scheduled work period. 

The employee's supervisor must be informed prior to the beginning of the work period of any 

absence or variation from the established work schedule.  

2) Consecutive absences of three (3) work days will be considered voluntary termination, unless 

prior to the beginning of the fourth work day the employee has notified his/her supervisor of the 

legitimate basis for the absence under university policy and, if required, has obtained the 

supervisor's approval of such absence.  

3) Unexcused absences or repeated tardiness or failure to report absences may subject the 

employee to disciplinary action. 

A hard copy of the complete policy has been included in your new employee materials. It can also be 

accessed on our website: http://fs.utk.edu/Resources-nav/deptpolicies.html 

 

Essential Personnel 

In general, all Facilities Services personnel are considered “essential personnel” (see definition in 

sidebar).  This means that we are required to report to work, if it is safe for us to do so, even during 

campus closings and emergency situations. In certain circumstances, units within Facilities Services 

may be downgraded to “nonessential,” 

however, these determinations will be 

made by the unit leadership on a case-by-

case basis. 

Please review the complete Essential 

Personnel policy included in your new 

employee materials, or on our website. 

 

 

 

Essential Personnel – Staff who are required 

to report to their designated work location to 

ensure operation of essential functions or 

departments during an emergency, or when 

the University has suspended operations 

http://fs.utk.edu/Resources-nav/deptpolicies.html 

http://fs.utk.edu/Resources-nav/deptpolicies.html
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Work Schedule 

Facilities Services employees are at work on the UT Knoxville campus 24/7. Your work schedule will 

depend greatly on your hiring unit and job duties. Your direct supervisor will provide details about your 

anticipated schedule as well as information on how you will be notified of scheduled changes. You will 

also need to learn from your direct supervisor how they expect to be contacted when you are ill or 

otherwise unable to report to work.  

Requests for Annual Leave (vacation), records of Sick Leave, and other types of leave away from work 

are processed through Archibus, the facilities management software. We recommend accessing this 

software from a University computer, and your supervisor should allow you time, during work hours, to 

log in and make necessary requests. 

Work Breaks 

Like your work schedule, your break schedule will be determined and monitored by your direct 

supervisor. In most cases those who electronically clock in and out will NOT clock out for breaks…this 

time will be automatically deducted from your work time.  

Smoking and use of other tobacco products may only occur during break times, not while working. The 

University has strict policies regarding smoking on campus and in campus vehicles. These policies 

include the following guidelines: 

 Every University owned car and building is a smoke free zone.   

 Employees cannot smoke within 25 feet of any buildings on campus.  

 The use of smokeless tobacco products including chewing tobacco is prohibited during work 

hours or while representing the University.  

 Employees are free to smoke during breaks and must be at least 25ft away from any University 

buildings.  

 Staff should remain away from public walkways to prevent pedestrians from having to walk 

through or by smoke or tobacco use as they enter facilities including remaining off pathways of 

travel. 

Further information on the use of tobacco on campus can be found here: 

http://policy.tennessee.edu/safety_policy/sa0900/ and 

http://fs.utk.edu/Resources-nav/deptpolicies.html (under Uniform Policy). 

 

 

http://policy.tennessee.edu/safety_policy/sa0900/
http://fs.utk.edu/Resources-nav/deptpolicies.html
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Pay Schedule & Overtime 

All employees are classified as either exempt (from overtime pay) or non-exempt (from overtime pay) 

under the federal Fair Labor and Standards Act (FLSA). At UT, Non-exempt employees are paid 

biweekly every other Tuesday. Exempt employees are paid monthly at the end of the month. You may 

refer to the online pay calendar to determine the next pay date for both biweekly and monthly pay 

periods: http://iris.tennessee.edu/HR%20Misc/Payroll%20Deadlines/Default.htm 

Non-exempt employees receive compensatory time or overtime pay at the rate of one and one-half 

times their rate of pay for hours worked in excess of 40 hours in that workweek, including all holiday 

and administrative closing. Overtime might be scheduled or unscheduled according to the needs of your 

departments.  Every effort will be made to notify employees of all scheduled overtime at the earliest 

possible time. All other leave with pay is excluded from overtime compensation.  

 

 

 

 

http://iris.tennessee.edu/HR%20Misc/Payroll%20Deadlines/Default.htm
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Part 4 Your Career at UT 
 

Probationary Period 

All newly hired regular staff employees, including those converting from term or student to regular 

appointments, shall serve one probationary period of six calendar months in an active pay status with 

the university beginning with the first day of regular employment. Each regular staff employee shall 

have his or her work performance evaluated during this period. During this probationary period, 

employees are subject to discharge without recourse. However if a non-exempt employee is to be 

terminated for gross misconduct, the hearing requirement contained in the disciplinary action policy 

applies. See “Disciplinary Actions” below. 

 

Annual Evaluation 

During the first six months of an employee's regular employment, the supervisor conducts a written 

performance review with the employee. This review is sent to human resources to be included in the 

employee's official personnel file. 

Thereafter, each employee will be reviewed annually by their Supervisor. This is designed to give a fair 

assessment of the employee’s job performance. The supervisor and employee should discuss the 

employee's job duties, expectations for the employee's performance, and goals for the coming year. To 

accomplish a fair and balanced assessment, both the employee and the supervisor will have an 

opportunity to express their opinions about the employment relationship in a respectful manner. 

During the annual performance review, the supervisor and employee should make plans for the 

employee's professional development activities to be accomplished during the next review period. A 

copy of each review is sent to Human Resources to be included in the employee’s file. 

 

Disciplinary Actions 

University of Tennessee Human Resources Policy 525 describe the conditions and methods by which 

disciplinary actions may be taken against a University employee for unsatisfactory work performance or 

work-related behavior, including gross misconduct. You may reference the policy here: 

http://policy.tennessee.edu/hr_policy/hr0525/ 

The Facilities Services Theft Policy (included in your new employee materials) specifies that theft 

includes the taking or possessing of discarded property such as items from waste and recycle bins. It 

also states that found items of value, such as cellphones left in restrooms, should be left in place until a 

http://policy.tennessee.edu/hr_policy/hr0525/
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supervisor can recover the item. Theft is considered an act of gross misconduct and will result in the 

employee being suspended through an investigation. 

 

Employee Relations Committee 

Facilities Services is equipped with an Employee Relations Committee (ERC).  Various employees serve 

on this committee.  Should you have an issue which cannot be solved through the normal chain of 

supervision, an ERC member may be able to offer help. 

The Facilities Services Employee Relations Committee participates in campus-wide meetings of the 

Employee Relations Advisory Organization. This organization meets with leaders of the Human 

Resources department and members of the organization are elected to an advisory board that meets 

with the president of the University. 

 

Employee Training Opportunities 

The University of Tennessee Human Resources Policy 128 (HR 128) states that employees are 

encouraged to attend a minimum of 32 hours of training and development activities per year. Your 

annual OSHA safety training will count toward these training hours.  

 Facilities Services Employee Training & Development (ET & D) provides employees with flexible 

opportunities for personal and professional growth. Our website and the Facilities Weekly 

publication (delivered via email and posted by time clocks) will announce upcoming training.  

 UT Human Resources offers training through their Employee & Organizational Development 

(EOD) unit. You will need to obtain your supervisor’s approval before attending any in-person 

training. To see course availability, visit EOD’s website: http://hr.tennessee.edu/training/ 

 Skillsoft, the online platform through which you will complete some or all of your OSHA 

training, also houses 260 other course titles on Business, Office, and Professional Skills. You are 

welcome to explore any of these that may enhance your job performance or develop your career. 

 Lynda.com is an online training platform hosted by the Office of Information Technology (OIT). 

To see those course offerings, visit: https://oit.utk.edu/Training/online-

training/lynda/Pages/default.aspx 

All training that you complete should be recorded in your personnel record. A lot of university-

sponsored training is automatically recorded through the collection of attendance rosters. However, if 

you attend training provided by an outside organization the Facilities Services ET & D staff can assist 

you in having that added to your record. 

http://hr.tennessee.edu/training/
https://oit.utk.edu/Training/online-training/lynda/Pages/default.aspx
https://oit.utk.edu/Training/online-training/lynda/Pages/default.aspx
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Leaving UT 

It is our hope that you enjoy working at UT and that your job performance is exemplary. However, if 

you choose to leave UT, or your employment is terminated, there are some things you should remember 

to address to avoid financial or legal penalties. 

 You must return your boots and any other uniform item to your foreman or supervisor. 

 You must return your Facilities Services ID. 

 You must return your VolCard to the VolCard office.  They will verify you have no outstanding 

debt to their office. 

 You must return your parking decal or hang tag to Parking Services.  Failure to do so will result 

in further charges for parking.  In some cases, Parking Services will bill you for any amount 

owed. 
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Part 5 Safety and Emergencies 
 

UT Alert! 

As a member of Facilities Services, your mobile number will be entered 

into the campus-wide UT Alert system. This an emergency messaging 

service that will only be used to disseminate important safety 

information in the event of an emergency. If you notice that you do not 

receive an alert when others do, or if your mobile number changes, you 

may log-in at the following site and make changes: 

http://www.utk.edu/utalert/ 

 

Emergency Management 

The University has a thorough emergency preparedness system and so should you! Visit the UT 

Emergency Management Website: http://safety.utk.edu/ for details about the university’s response to 

emergencies as well as tips on how to prepare yourself. You may also choose to complete the UT 

Emergency Preparedness Training: http://itc2.utk.edu/web/EMT/site9/default.html. 

 

Reporting Emergencies 

 

 

Reporting Accidents and Injuries 

 911 and/or Campus Police should be called if the injury is serious. 

 Contact your supervisor to report accidents or injuries as soon as possible. 

 For non-serious injuries or illnesses the employee and supervisor will the call UT’s Worker’s 

Compensation administrator (CorVel) at: 866-245-8588. The employee and supervisor 

select the option to speak with a nurse for immediate care. The nurse will direct the 

employee to a nearby healthcare provider. 

From Any Phone  911 

UT Police (Emergency) – 865-974-3111 

UT Police (Main Line) – 865-974-3114 

VolAware Student Hotline – 865-974-HELP (4357) 

 

http://www.utk.edu/utalert/
http://safety.utk.edu/
http://itc2.utk.edu/web/EMT/site9/default.html
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Workplace Safety  

The University of Tennessee and Facilities Services are dedicated to providing our employees with a 

safe work environment. The Occupational Safety and Health Administration (OSHA) and UT require 

that all employees receive training based upon the workplace exposures and tasks involved in each job 

group. You will receive this training initially upon your hire into Facilities Services, and then annually 

each year to be due in the month of your birthday. Completion of the Annual OSHA Safety Training is 

an important criteria in your annual performance review as it is in the review of your supervisor. Any 

question about your compliance status with OSHA required training should be directed to the FS 

Employee Training & Development staff.  

If you have any questions regarding the safety of your job or if you have any safety questions or concerns, 

please contact your Facilities Services supervisor immediately. 

As a University of Tennessee employee: 

 You have the right to a safe work environment. 

 You have the right to be informed of any operation in your work area where hazardous substances 

or industrial hazards are present. 

 You have the right to be informed of the locations and availability of hazardous chemicals 

information (Safety Data Sheets) and or any other safety procedure or information necessary to 

perform your work assignment safely. 

Your supervisor must: 

 Ensure that you receive information and training on the specific hazards of any job assignment 

prior to beginning the assignment. 

 Provide you with training on the proper use of personal protective equipment (PPE) prior to 

beginning any job assignment. 

As an employee you are responsible for: 

 Performing your specific job assignment in the safest manner possible. 

 Operating all equipment as instructed by your supervisor or as outlined in the manufacturer’s 

operations procedures. 

 Wearing any required personal protective equipment (PPE). 

 Reporting all injuries, near misses, and unsafe conditions.  

 Doing the following if you are uncertain of the safety of a situation: 

o Stop – do not proceed with task 

o Call – your supervisor 

o Wait – for information regarding the safe resolution  
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Part 6 Using Your Net ID 
 

Your NetID  

Your Email Address                                     @utk.edu 

Your Password  

 

Setting Up & Managing Your Password 

Your UT NetID allows you access numerous 

university computer and software systems. We 

will assist you in setting up your password 

initially. In the future, you will receive email 

prompts when it is time to change your password. 

Whenever you need help managing or changing 

your password, you can contact the Office of 

Information Technology (OIT). (865) 974-9900 

or https://oit.utk.edu/accounts/passwords 

 

Finding a Computer to Use 

The Computer Lab in the Facilities Services 

Complex (2040 Sutherland Avenue) is available 

for facilities employees to use at any time as long 

as there is not a class being conducted. You may 

contact the FS training department to determine 

if the lab is available. 

OIT maintains computer labs that are available 

for staff use. See the graphic at left for locations.  

Your supervisors may have a computer available 

for your use as well. Be sure to ask when you need 

computer access to check email, request leave, or 

access a pay statement. 

https://oit.utk.edu/accounts/passwords
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Accessing Email & Office 365 Tools 

1) Enter www.utk.edu into a web address bar. 

2) Scroll down and click on “I am Faculty or Staff.” 

3) Click “Office 365” button. 

4) Enter your full email address, enter your password and click “Sign in.” 

a. The first time you do this, you will be prompted to select your language and time zone. 

5) Click on the mail icon (it looks like an envelope). 

 

Accessing Your Online Pay Statement through IRIS Employee Self Service 

1) Enter www.utk.edu into a web address bar. 

2) Click on “A-Z”, this is the alphabetical index of webpages for the university. 

3) Click on “P” and then “Pay Statements, Online.” 

4) Enter your NetID and Password, then click “Log On.” 

You can also access your training history from this site and submit changes for your personal 

information (address, phone number, etc.) 

 

Accessing My UTK 

This page is geared toward students, but has several features that employees also find useful. It allows 

you to manage your VolCard, see the most up-to-date balances on your Annual Leave and Sick Leave, 

and access several employee training resources.  

1) Enter www.utk.edu into a web address bar. 

2) Scroll down and click on “I am Faculty or Staff.” 

3) Click “My UTK.” 

4) Enter your NetID and password, click “Login.” 

 

Accessing Archibus for Facilities Services 

1) Go to https://archibus.tennessee.edu. 

2) Enter your NetID and Password, click “Sign In.” 

 

 

http://www.utk.edu/
http://www.utk.edu/
http://www.utk.edu/
https://archibus.tennessee.edu/
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Archibus Exercise: Requesting Leave 

This exercise will walk you through requesting leave in Archibus. For the exercise, you will log in to the 

Archibus Training/Development Server (this is a “test” or “demo” version of Archibus). When you go to 

submit an actual leave request, you will log into the Production Server (instructions on previous page).  

1) Navigate to https://archibus.dev.tennessee.edu. 

2) Sign in as Username: FS-CRAFTS, using Password: utkvols 

3) Find the Labor Management section, and click “Create/Edit Leave Request.” 

4) Find the “Select Leave Request Week” field in the upper right corner of the screen and click on 

the calendar icon. 

5) Click on the Monday of the week in which you want to request leave. Leave must be requested 

one week at a time and following our pay schedule, Monday-Sunday. 

6) Click “Create New Leave Request.” 

7) Find the column for the type of leave you are requesting (Annual, Sick, Personal, Funeral, 

Other). 

8) Enter the desired amount of time (in hours) on the requested day or days (1 work day = 8.0 

hours). 

9) Requesting leave for “Funeral” or “Other” will require you to select options from the dropdown 

menus next to those hours.  

10) Leave any comments you wish for your supervisor.  

11) Click “Save” or “Submit.” 

12) Don’t forget to Sign Out when you’re finished. 

 

Archibus Exercise: Approving a Leave Request 

This quick exercise shows you the Supervisor’s view of an employee’s leave request. Unless you are 

being hired into a supervisory position, you will not approving other employees’ leave. 

1) Navigate to https://archibus.dev.tennessee.edu 

2) Sign in as Username: FS-SUPERVISOR using password: utkvols 

3) Find the Labor Management section and click “Approve Leave Request.” 

4) Locate the requested week in the left hand column and click on it.  

5) The request will look very similar to the Craftsperson view, except the far right STATUS column 

which allows you to approve or reject the time each day.  

6) Reject some of the time and note that you will have to enter a rejection reason in the Supervisor 

Comments box. 

7) Don’t forget to Sign Out when you finish. 

https://archibus.dev.tennessee.edu/
https://archibus.dev.tennessee.edu/
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Contact Information 

 

 

 

Facilities Services Policies Referenced 

All of the FS policies included in your new employee materials may also be found on our website. The 

website will always house the most up-to-date versions of the policies. 

http://fs.utk.edu/resources-nav/deptpolicies.html 

Professional Image and Conduct Policy (Uniform) 

Attendance Policy 

Essential Personnel Policy 

Theft Policy 

 

 

Name Title/Help Topic Phone Email 

Michael Raabe Training Coordinator (865) 974-2510 mraabe@utk.edu 

Ashley Savage-Gilliam Training Specialist (865) 974-2387 asavage1@utk.edu 

Laura Jo Anderson Training Specialist (865) 974-6247 laurajo@utk.edu 

Arlene Williams HR/Payroll/Benefits (865) 974-3146 williams@utk.edu 

Ann Free Uniforms (865) 974-2347 afree1@utk.edu 

T-Access & T-Link Free Transportation (865) 974-4080 

 

http://ridethet.utk.edu/route-

information/ 

 

    

http://fs.utk.edu/resources-nav/deptpolicies.html
http://ridethet.utk.edu/route-information/
http://ridethet.utk.edu/route-information/
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My Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


