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Dining Service

Student Employee Handbook

Student Dining Room

Important Telephone Numbers


Main Campus-M.H.C.

Todd Empanger

Director of Dining Service

962-6066

Larry Martinez

Executive Chef

651 962-6075

Denise Winter
Student Dining Manager
651-962-6067

JoAnna Zachman

Pastry Chef

651 962-6070

Otto Schulz

Kitchen Production Chef

651 962-6071

Kimm Thiboldeaux

Administrative Assistant

651 962-6060
IMPORTANT:  When calling in after 4:00 pm or on weekends remember to

Dial 2-5000   Monday – Friday  7 am - 9 pm    Saturday and Sunday 8 am – 8 pm 

and ask to be transferred to the MAIN KITCHEN or extension 3-6064

all other phones are not answered until the following day or Monday so your voicemail 

will not be heard and the kitchen staff will not know that you have called in and 

could result in a written warning.
Student Employee, 

Congratulations on receiving employment with University of St Thomas Dining Services. We are happy to welcome you to our staff. 

The main function of our department is to offer our customers’ quality food and service at a reasonable cost. Now that you are an employee with our department, it also becomes your responsibility to share in meeting

these goals and objectives. Please communicate your ideas concerning the operation to a member of our management staff. 

On the job training will be provided from our management staff, supervisors, full-time employees and student managers. Please give them your attention. They are here to help you. 

This handbook has been designed to introduce you to the department as well as to give you tips that will help you do your best. It is your responsibility to know and understand the contents of this handbook. 

Please read it carefully. 

Again, it is good to have you on our staff, and we wish you the best of luck, not only in your employment with us, but also in your academic endeavors here at the University. 

Sincerely,

The Management Staff

University of St. Thomas Dining Service Strategy 
Dining Service Department Mission Statement 

To be a premiere dining service with exceptional staff, cuisine and service throughout the Minnesota Private Universities as well as being noted nationally. 

The Dining Service Department, as part of the Auxiliary Services at the University of St. Thomas is a comprehensive organization offering a wide range of services that coincide with the diverse needs to its guest. The Dining Service Department is dedicated to providing outstanding service, food and hospitality. In accomplishing this mission we provide employees the opportunity to develop skills and grow professionally. Its goals and objectives reflect the mission of the University in developing responsible leaders who think critically, act wisely, and work skillfully to advance the common good. 

Purpose, Convictions and Beliefs
a) To provide an enjoyable experience and maintain a high level of guest satisfaction.

b) To maintain a dynamic spirit of unity, pride of craft and create an environment for developing each individual employee.

c) Always seek improvement in our business and financial skills, assuring reasonable growth and return on investment.

d) Encourage new and creative ideas that are recognized as leading the industry at one of the most successful university dining service operations.

Strategy Statement

Our objective is to deliver value to our guest by being a unified University dining service organization and to align the Dining Service Program with the mission of the University in every aspect.

Our Focus:
· Develop a Business Plan incorporating progressive industry concepts for each dining division in conjunction with planning for the new Anderson Student Center.

· Develop a Master Marketing plan for our department and for each unit. Create the identity or branded concept that can be used to promote and market our internal services.

· Expand our External Sales & Marketing program.

· We will partner with our primary distributor and continue a very aggressive (MOG) Manage order guide program to leverage our purchasing power. 

· Develop unified standards throughout dining services.

· Each unit will be responsible for recording, reporting, monitoring and maintaining historical records as well as their individual budgets.

· We will work closely with  our Human Resource partner assuring we abide by the University and Dining policies, holding accountable our supervisors and staff.

Concluding Statement:

Our management team will establish a strong culture based on a framework of unified team performance. Our business conduct includes respect for the job and fellow staff. We will control the health and safety standards set forth by the Department of Public Health. We will adhere to the mission and set high standards for the University of St. Thomas Dining Services.

Hiring and Paperwork Information 
Forms – Getting Paid

All of the following forms must be completed and turned into the Human Resources Department PRIOR to a student’s first day of work.  Students CANNOT work before the information is complete and turned into the Human Resources (HR) Department.  Once all paperwork has been received and entered an email confirmation will be sent to the student and the student supervisor.  

Student Employment Contract

Student employment contracts as well as all other required forms are available on MURPHY ONLINE.

Students must log into Murphy Online using their UST ID, which is the number on their student identification card, and their six digit PIN.  If they are eligible for student employment they will be able to print a student employment contract.  If they are not eligible for any reason, there will be contact information of who to contact to discuss their eligibility.  Students must complete an employment contract for each on-campus job held.

It is the supervisor’s responsibility to complete a student employment contract for each student employee prior to his/her first day of work.  Completed student forms must be returned to HR in Aquinas Hall room 217 before the student begins work.  HR asks that the contracts be brought in directly by the student when possible, rather than mailed, as this decreases form processing time and helps to eliminate delays caused by incomplete information.  The Dining Services office has staff that can assist with all forms required and make daily runs to the HR department for this purpose. You can stop in the office if you need assistance with your forms or would like to use their services in getting your completed paperwork to HR.

I-9 Form

Students must complete an I-9 form to prove their eligibility to work in the United States.  According to the law, individuals cannot work until they have proven their eligibility by completing this form.  The I-9 form must be completed on or before your first day of employment.  Students must complete an I-9 if they have never worked for the University of St Thomas, or if they have not worked for the University within the last twelve months.  If a student does not need to complete an I-9, an “OK” will be printed in the top right hand corner of the Student Employment Contract in the “Office Use Only” box.

To complete the I-9, a student must provide specific forms of identification.  The most commonly used forms are:
1)   a passport – or

2)   a valid drivers license AND a social security card – or

3) a valid drivers license AND a birth certificate used by a municipal authority

Photocopies and faxes of any identification are not acceptable. For other acceptable documents, please contact HR. 

W-4 Form

The W-4 is attached to the bottom of the student employment contract.  The student must claim the number of withholding allowances, sign and date the form.  Please note: A student may not claim a number of allowances and claim exempt.  One W-4 form needs to be completed each academic year and each summer, regardless of the number of jobs the student holds within the year.  If the student has questions regarding the W-4, please direct him/her to the Payroll Office, Aquinas Hall room 221.  Due to the variances in tax treaties, international students must complete the W-4 and other pertinent tax treaty information in the Payroll Office, AQU 221.
Optional Forms
Direct Deposit Form

Students have the option to directly deposit all or a portion of their earnings to their checking or savings account. Forms are sent with initial contract packet and are available in Payroll and on their web page.
Student Account Payroll Deduction Form

Students may also choose to have all or a portion of their earnings directly credited to their student account in the Business Office.  If students choose this option, they may request their earning from the Business Office at anytime, even if they have an outstanding balance.  To discontinue the deductions, students must complete a new payroll deduction form and submit it to the Payroll Office, in AQU 221
Time Cards and Time Clock 

Only you are authorized to clock in and out on your time card. Student employees are to clock in, ready to work, in his/her uniform. The student uniform consists of a clean apron and clean University of St Thomas hat and University of St Thomas t-shirt.  Do not clock in before your scheduled time. Doing so will result in a written warning.  When finished working, check out with a manager, and then clock out. Do not stand around waiting for the clock to advance one more tenth of an hour. A violation of this policy will result in a written warning. 

Substitution Policy 

When student employees are unable to work, it is their responsibility to find a qualified substitute and register that qualified substitute on the substitute list. If a qualified substitute is not found, it is the student employee’s responsibility to work the scheduled shift. Qualified means the substitute has done the job before and knows how to perform the task, or has been approved by management in advance. 

If a student employee writes his/her name on the sub list intending to work a job for someone else, realize that the sub is now responsible for that job. If a student employee signs up for a job for which he/she has not been trained, the student employee must report to work 10 minutes early for training. It is unacceptable to remove one’s name from the sub list and will result in a written warning. 

If a student employee is unable to work due to illness, the student employee must notify the dining hall of the absence at least three hours, (one hour for Breakfast) prior to the scheduled shift. Failure to do so will result in a written warning. Telephone numbers for the various units are listed at the beginning of this booklet. 

If a student employee is having a problem finding a sub, ask a student manager or manager to provide a phone list. Exceptions may be made in cases of emergency as long as the employee contacts a manager for approval. 

Appearance 

All employees are required to maintain personal hygiene that is appropriate for a food service operation.
· Regularly bathing or showering

· Clean hair 

· The use of deodorant or antiperspirant 

· Clean and trimmed fingernails 

· Washing your hands before beginning your work assignment, after using the restroom, and after smoking or eating
· Clean and pressed clothing 

Sanitation & Personal Hygiene 

Food safety and sanitation are a vital part of any food service operation. All student employees within one week of hire must arrange a time with their manager to view a 15 minute sanitation training video and pass a simple exam. 

Proper procedure for washing hands:

· Use warm running water and soap.

· Scrub both sides of the hands up to and beyond the wrists for at least 20 seconds.

· Scrub underneath the fingernails.

· Rinse with warm water and dry hands with a disposable paper towel.

Hands should be washed:

· After using the restroom

· After coming in contact with bodily fluids, such as saliva and a runny nose

· Before working with food

· After touching raw meat, poultry, fish or eggs.

State law requires all employees to wear gloves when serving food to a customer or touching food that will not receive any further cooking. For example: salads and salad items, deli meat, cold items served on the salad bar, or dessert items do not receive further cooking. When food is being served that has already been cooked, great caution needs to be taken to preserve the sanitation of the food. This is done by wearing clean, disposable gloves on both hands. 

How to properly wear gloves to ensure cleanliness: 

 Wash and dry your hands before putting on gloves. Gloves can become contaminated just as easily as hands and only protect food from contamination if kept clean. Gloves must be worn on both hands. If the gloves stick together do not attempt to open them by blowing into them. Instead, rub the ends together with your fingers. 

When to change your gloves: 

· If you touch anything considered a contaminant, such as a dirty rag, your clothes, your apron, your hair, your face, a refrigerator door, or another person. 

· If you are serving and they become covered in food. 

· If you sneeze or cough 

· If they become damaged

· Do not hesitate to change your gloves. It's better to be sure of being clean and sanitary than not be sure and be dirty and unsanitary. 

Dress Code 

It is important that all employees follow the dress code. How our employees dress is a direct reflection upon the University of St Thomas Dining Services and you. It is our goal to project a clean and professional image to our customers. All student employees must wear closed toe, slip resistant shoes that are clean and in good repair. 
Due to safety concerns shoes must be flat or very low heeled. 

Student employees are required to wear: 

· Clean clothes in good repair 

· A hat in all service and preparation areas (long hair must be completely covered). 

· An apron (provided) 

· Socks with closed heel and closed toe shoes 

· Plastic gloves when directly handling food items (provided) 

· A clean UST t-shirt

Clothing not allowed: 

Sweat suits (including stirrup pants, leggings, spandex, knit cotton tights, windbreaker pants) 

Sleeveless shirts or tank tops 

Clothes with tears or patches, holes or frayed hems 

Open toed or open heeled Shoes (i.e. clogs or sandals) 

Patches, badges or other campaign material 

Loose jewelry (i.e. dangling earrings, bracelets, etc. Earrings may not drop below the earlobe.) All earrings must be the size of a dime, or smaller. 

Clothing containing profanity or offensive language 

Bandanas  

Cropped shirts that expose the naval 

Shorts

Safety

The safety of everyone depends upon strict adherence to the following: 

· Know the locations of all exits in case of an emergency. 

· Know the locations of fire extinguishers and eye wash stations. 

· Learn the safe and proper operation of equipment. 

· Wear wire mesh gloves when cleaning the deli-slicer. 

· Report all faulty equipment. 

· Take caution and use the correct method when handling hot food, hot pans or equipment. 

· Report all accidents, regardless of how minor they may seem. 

· Wipe up spills even if you did not cause them. Clean up as you perform your duties. 

· Pick up broken dishes and glasses with a broom and dustpan and place the broken glass into the broken glass container. Use a wet paper towel to clean up small pieces of glass. Do not touch the broken glass with your hands or let customers pick it up. 

· Walk. Never run. 

· No walkmans or headphones are to be worn during work. 

· Do not spray cleaning chemicals near food. 

· While mopping up a spill, use wet floor signs. 

· Become familiar with all chemicals and how to use them properly. Improper use of chemicals could result in harm to equipment or contamination of food. If a student employee cannot find the proper chemical for a specific job, notify a manager. 
· Wear rubber gloves when using cleaning chemicals. 
· Unplug all electrical equipment before cleaning. 
· No cell phones to be used during work time. 

Be Safe! 
Cleaning Chemicals 

Proper use of cleaning chemicals helps us keep our operation clean and safe. However, chemicals that are used incorrectly or without care can be dangerous.  

Here are a few safety tips when using cleaning chemicals: 

Never mix a cleaning chemical with anything but water as dangerous chemical reactions may occur. 

Mix chemicals with water according to the directions on the label. Too much cleaning chemical can be just as bad as or worse than too little cleaning chemical. 

Make sure you know how to use the chemical properly. If not, ask a manager to show you. 

Some cleaning chemicals can cause a skin reaction. Wear protective rubber gloves when using cleaning chemicals. 

Never spray chemicals near food, utensils, salt & peppershakers, glass, etc. 

If a student employee comes across a chemical that is not labeled with the manufacturer’s original label, report it to a manager immediately as OSHA (Occupational Safety and Health Act) requires chemicals to be labeled. 

Report any accidents or injuries caused by cleaning chemicals to a manager immediately. 

Food Allergies 

Between 6 and 7 million Americans (22.5%) are estimated to suffer from food allergies. There are approximately 2,600 students on a meal plan, which means that 152 to 190 of our student customers have a food allergy. It is very important that employees know the ingredients in the foods we serve. If a student employee is unsure of the ingredients in a menu item, ask a manager. Any time a customer asks about the ingredients in a menu item take the question seriously and find out if you do not know. None of us wants to be responsible for causing an allergic reaction. The following information on food allergies, provided by the Food Allergy & Anaphylaxis Network, briefly describes the basics of food allergies. 

Allergic reactions to food occur when the body’s immune system mistakenly attacks harmless food proteins. The allergic individual’s immune system makes IgE antibodies, special proteins that can detect particular food proteins, that sit on the surface of allergy cells found throughout the body. These IgE antibodies detect the food and alert the cell to pour out chemicals, such as histamines, that result in the allergic symptoms. 

Symptoms of food allergy affect the skin (i.e. hives, swelling of the lips, tongue, and face), respiratory system (i.e. shortness of breath, wheezing), and the gastrointestinal tract (i.e. abdominal pain, vomiting), and even cause heart failure. If left untreated, these symptoms can be fatal. 

If a student employee sees anyone experiencing these symptoms, contact a manager immediately. 

The following eight foods account for 90% of all allergic reactions: peanuts, tree nuts (walnuts, pecans, etc.), fish, shellfish, milk, eggs, soy, and wheat. Peanuts are the leading cause of severe allergic reactions, followed by tree nuts, shellfish, fish and eggs. It is estimated that 1.1% of all Americans are allergic to peanuts or tree nuts. That means approximately 84 of our student customers are allergic to peanuts or tree nuts. 

Currently there is no cure for food allergies. Avoidance is the only way to prevent an allergic reaction to food. Food allergy is the leading cause of anaphylaxis (a life threatening allergic reaction) outside the hospital setting, accounting for an estimated 30,000 emergency room visits each year. Unfortunately 150200 people die each year from food allergy induced anaphylaxis. 

Job Performance 

Employment with the University of St Thomas Dining Services requires a good attitude and a willingness to work, listen, and ask questions. The jobs are fast paced and service oriented, but most do not require previous experience. 

A student employee’s job performance will be evaluated at the end of each quarter or at the end of the work assignment. It will be based on the “3 strikes you’re out” system described in the following pages. It will be kept on file and, at the student employee’s request. 

Following the guidelines outlined in this handbook will ensure a satisfactory evaluation. 

Some tips to help you: 

· Know and understand your job description and work to meet the established standards. 

· Work as scheduled. BE ON TIME. Do not clock in early unless asked to do so by a manager. 

· Be willing to hustle, but do not run in the kitchens. 

· Be courteous to fellow employees and customers. 

· Communicate your suggestions and those of the customers to your manager. 

· Be willing to help in other areas when needed. 

· Be courteous to all the cooks and custodial personnel. They are there to help you. 

· Stay busy at all times. If you find that you have nothing to do, ask a manager 

· Be open minded and willing to learn new positions. The more jobs you know, the better your chances for

· promotion to student manager.

· Be in proper uniform and prepared to work when the shift begins. 

· No excessive socializing with employees who are on the clock 

If you have any questions, ask a manager. 

The following will not be permitted: 

· Rudeness to customers 

· Eating while clocked in 

· Smoking/chewing tobacco/snuff 

· Drugs

· Alcoholic beverages 

· Gum chewing 

· Profane language 

· Socializing 

· Doing school work while clocked in 

· Sitting 

· Removing food or equipment 

· Insubordination 

· Drinking beverages on the line or in front of customers 

· Use of cell phones while working 

Future employment is based on past performance. 

Frequently Asked Questions 

1. What do I do if a guest complains? Sometimes a guest will complain to you about the food, service, other guests, etc. Never dispute or argue with the guest. Apologize and tell them that you are going to report it to the manager immediately.
2. What do I do if I spill something on a guest? Apologize to the guest and report it to a manager at once. The manager then can arrange for dry cleaning, or another solution. 

3. What do I do if I work during my meal period and have no time to eat because I have a class right after my work shift? Inform the dining hall manager of your conflict. If you are on a meal plan, the manager will have signup sheets for sack meals or you may use the Grab ’n Go. You need to make arrangements 24 hours in advance. 

4. What if I have a question about my job with Dining Services? Consult your Student Employee Handbook. If you still have a question, ask a student manager or dining hall manager. 

Conclusion 

As a student employee you will be responsible for the job or jobs that you have been assigned and all of the responsibilities that go with that job or jobs. You will also be responsible for any other responsibilities that a student manager, student coordinator, or general manager asks of you. Employees are rewarded based upon job performance and dedication. 

Every position in Dining Services is crucial to provide the service you and your fellow students deserve. We need your cooperation and dedication in order to serve the customers efficiently. 

We hope this information has helped you understand your role in the University of St Thomas Dining Services Operation. If you have further questions, contact your student manager or a dining hall manager. They will be happy to answer any questions you may have regarding your role as a Dining Services employee. 

Welcome to the Dining Services Team! 

Acknowledgment Form 

To be torn out and kept by the manager. If viewing online, print out, sign and submit to manager.

The purpose of the Student Employee Handbook is to provide an explanation of the rules, responsibilities and expectations of your employment with the University of St Thomas Dining Services. Dedication to excellence and teamwork is a major part of our success. Please sign at the bottom of this page to acknowledge that you have read and understand this handbook. 

Signature Date __________________________________________________________

Print name here. _________________________________________________________

Sign Name here__________________________________________________________
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