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   3. Benefits Counseling  

    (See page 13)  

4. Campus Scheduling  
The Campus Scheduling Office is responsible for scheduling all non-academic activities on the 
university campus. Over 15,000 activities are scheduled annually. Meeting rooms, classrooms, banquet 
facilities, and outdoor activity spaces may all be scheduled through this office. Anyone who wishes to 
reserve a room for a meeting should contact Campus Scheduling (513/556-2442).    

5. Discounts  
Discount on various entertainment, activities and services can be obtained through the Benefits 
Office. These include discounts to Anheuser-Busch theme parks (Seaworld, Busch Gardens), Disney 
World and Universal Studios as well as car and hotel room rentals. A current list of available discounts 
can be accessed on www.hr.uc.edu/discounts, or by calling 513/556-3729.  

6. Employee Assistance Program (REACH)  
REACH (Responsive Employee Assistance Can Help) the University of Cincinnati’s employee 
assistance program, is located at One Edwards Center (513/556-2506). REACH provides assistance 
in finding appropriate ways to cope with problems such as stress, mental or emotional illness, marital 
or family distress, financial problems, alcoholism, or drug abuse. Individual, support groups and family 
counseling services are available.   

Participation in the program is voluntary, and information will be kept confidential to the extent 
permitted by law, and by university policy. Participation will not affect an employee’s job security or 
promotional opportunities. An employee may voluntarily seek help from REACH, or may be referred 
to one of its programs by management, union, colleagues, or a family member.  

7. Employee Records Unit  
Employee records are maintained in the Human Resources Systems and Information Technology 
office. Records are maintained in electronic format and include documents such as Personnel 
Action Forms, performance evaluation documents, applications, employee orientation checklists, 
salary recommendation letters, and other items necessary for the conduct of university business, as 
it relates to personnel issues.   

Any employee can arrange for an appointment to view his or her personnel file at the central 
records site by calling 513/556-1218. Records notifies an employee when a third-party request is 
made to view their record, and also refers those requests to the Office of General Counsel when 
there is no accompanying authorization from the person whose records are requested.  

8. Employee Relations  
Employee Relations, located in Room 360, University Hall, (513/556-6372), is responsible for 
interpreting university policies and procedures that affect terms and conditions of employment and for 
negotiating; and for negotiating and administering the university’s collective bargaining agreements.  
Union represented employees, with questions regarding their bargaining unit agreement, should 
contact their union representative.  

9. Employment Services  
The Office of Employment Services, located in Room 300, University hall, (513/5563702), provides 
the university with prompt and professional advertisement, placement, recruitment, testing and 
referral services to ensure a qualified and diverse applicant pool.  

10. Facilities Management Facilities Management is dedicated to efficiently managing facility operations 
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and maintaining university buildings and grounds. The department also makes a wide range of support 
services available to UC departments. There is a cost associated with some of the services. Call the 
appropriate department to access more information.  
• Grounds and Moving (513/556-4147)  
• Maintenance and Housekeeping  

  East Campus (513/558-2500)  
  West Campus (including College of Applied Science) (513/556-6404)  
 

• Clermont College (513/732-5200)  
• Raymond Walters College (513/745-5708)  
• Project Services (513/556-2187).  Transportation (car/van rental for department use ONLY) (513/556-4424)  

 
11. Health Directions Programs  
       a.  Recreational Sports 
            The Recreational Sports facilities are available to full-time and part-time UC employees free of 
            charge;  a valid UC photo ID must be presented.  They offer weight training equipment,  
            cardiovascular equipment, racquetball and basketball courts, and fitness classes.  For more  
            information, call the Recreational Sports Office (513/556-5706) or visit their website at  
           www.recsports.uc.edu.  
 
        b  University Fitness Center 
           The University Fitness Center is located on East Campus and provides a wide spectrum of services  
           designed to enhance the well being of individuals. Nautilus, free weights, exercise classes, and a  
           variety of health promotion activities including nutritional assessments are offered. More information  
           can be accessed on www.med.uc.edu/fitness or by calling the Fitness Center (513/584-5909).  
           Individual and student payment options are available.  
  
        c. UC Wellness Center 
           The UC Wellness Center, located on West Campus, offers services and programs to students, faculty  
           and staff. The services include fitness and nutrition consultations and access to an extensive resource 
           library with books, brochures, journals and videos on a wide variety of health and wellness topics. The  
          Center also offers programs, workshops and awareness events on health and wellness. For more  
           information, call 513/556-6124, or access www.wellness.uc.edu. The website also provides detailed  
           information about the Center and its calendar of events.  
 
12. Identification Badge and Keys  

Full-time employees are issued a photo identification badge. This badge is required for security 
purposes in certain areas and should be useful for general purposes. UC employees and faculty may 
use the photo identification badge to obtain a 15 percent discount at the University Bookstores, reduced 
rates for campus activities, and the use of the University Libraries. Various athletic facilities (tennis, 
squash, track, gym, swimming pool) located on the West Campus are available to employees with an 
identification badge. Identification badges are obtained at the Security Office located in Room 238, 
University Hall or at the Office of Public Safety, 3 Edwards Center, on the West Campus.  

If the identification card is lost or stolen, the employee must go to the same offices, show some form of 
I.D., and pay a $15 replacement fee. Misuse of identification cards is against university policy and 
violators are subject to university disciplinary action.  

13. Motorist Assistance  
The Motorist Assistance Program is available for jumpstarts, assistance with locked vehicles, and 
inflation of flat tires for all faculty, staff, and students while parked on  

  
UC property. For assistance, call West Campus (513/556-2283) or East Campus (513/558-5606); after 



 

  Last Updated January 2006 

34
hours, call 513/556-1111.  

 
14. Office of Equal Opportunity The Office of Equal Opportunity, located in Room 250, University Hall, 

(513/5565503), is dedicated to the principles and practices of equal opportunities for all members of the 
university community. The staff is available for counseling, consultation and training. See page 19 of this 
handbook for more details about the functions of this department.  

15. Ombuds Office The Office of the University Ombuds, located in Room 607, Swift Hall, (513/5565956), is 
dedicated to cutting through bureaucratic red tape to help promptly and (to the extent legally permissible) 
confidentially solve problems for UC students, faculty and staff at UC. As the office responsible for helping 
solve problems in any area of the university, the Ombuds sees the institution from a comprehensive 
perspective. This enables the Ombuds to identify problem areas and recommend changes that improve 
the quality of life at UC. The Office of the Ombuds reflects UC’s commitment to justice and fair treatment 
for members of the university community. For more information, go to www.uc.edu/ombuds.  

Employees who feel that they have been treated unfairly or have experienced sexual harassment or 
discrimination, may go to the Ombuds Office. That office can investigate complaints or provide information 
about the applicable grievance procedure. All conversations will be kept strictly confidential and no action 
will be taken without the employee’s permission. Information on ombuds services may also be obtained 
from the web page at www.uc.edu/ombuds.  

Consult the Ombuds if:  
• You have a problem at UC and do not know how to proceed  
• You have become entangled in bureaucratic red tape  
• You need information about policies and procedures at UC  
• You need someone to negotiate between individuals or areas of the university  
• You feel that you have been treated unfairly  
• You think that the university has made an error in your case  
• You would like information about grievance procedures and your rights at UC  

 
In addition, the Ombuds office serves as a neutral third party in mediating on-the-job conflicts. It is one of 
the Complaint Intake Offices identified in the complaint resolution and grievance processes and for receipt 
of complaints of discrimination or sexual harassment.  

16. Parking Services To apply for a parking decal, please visit the Parking Office located at 51 West Corry 
Blvd, Four Edwards Center.  Parking Service regular hours of operation are Monday through Friday 7:30 
a.m. to 5:00 p.m. You may also visit our website at www.uc.edu/parking or call (513/556-2283)for 
additional information.  

 
       a. Cash 
           Daily cash parking, where the fee is based on the length of time parked, is available at all garage  
           facilities.  Please remember, all cash parking is subject to availability.  
 
       b. Decal  
 

The decals are priced differently and maybe limited to garage availability.  All decals must be obtained on 
the campus where the employee is officially registered.  Please be aware of parking policies.  Violators are 
subject to the issuance of a citation or immobilization of vehicle.  Please visit the parking web site if would 
like additional information about decals or rules and regulations at www.uc.edu/parking.  

     c. Handicap 
        Contact Parking Services for information or visit our website www.uc.edu/parking for more specific   
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        information.  
 
    d. Campus Shuttle Bus  
        Auxiliary Services provides free, handicapped accessible, shuttle bus service to the  
        University of Cincinnati Campus Community. Our current services, as of Winter Quarter 2006, 
         include:  

• Bearcat Express – Buses runs every 7-10 minutes, 7 am to 7 pm, Monday thru Friday (year round- except 
Holidays).  Stops include: Campus Green Dr. (CBA), Kingsgate, Eden Garage-rear, Eden Garage- front, and 
Kingsgate.  

• CCM/Bookstore Express – Buses run every 25 minutes, 7 am to 7 pm, Monday thru Friday, (Year Round-
except Holidays),  Stops include Eden Garage-front, Piedmont Avenue, Sawyer Hall, Edwards Center, CCM 
Plaza (Dieterle), Edwards Center, Sawyer Hall, Kingsgate, and Eden Garage-rear.  

• CAS Express – This route connects the College of Applied Science (CAS) with Main Campus. Bus runs every 
30 minutes, 6:30 am to 11 pm, Monday thru Friday (except Holidays, Quarter Breaks and Summer Quarter). 
Stops include Sawyer Hall, College of Applied Science, Calhoun Hall, Main Gate, and University Pavilion.  

• Neighborhood Southwest Route – (Limited service beginning Winter quarter, 2006). Buses will run 
every 12 minutes, 7am to 6 pm, Monday thru Friday.  Stops include: Main Gate (Clifton Ave), 
University Pavilion, Riddle Rd. & Riddle View Ln, Marshall Ave. & Probasco St., Stratford Ave. & 
Joselin Ave., Stratford Heights, University Ct. & Straight St., Ravine St. & Ada St., Warner St. & 
Stratford Ave., Warner St. & Wheeler, Warner St. Moerline, Ohio Ave. near Lyons, University Park 
Apts.(Calhoun St.) and back to Main Gate (Clifton Avenue).  

 
Please contact Auxiliary Services (513/556-4147) for more information or access 
www.uc.edu/facmgmt//shuttle.asp to review the current schedule.  

e. Metro Passes The Queen City Metro bus system serving UC from most Cincinnati and suburban areas 
offers regular riders a reduced fare through monthly passes. Queen City Metro passes may be 
purchased at West Campus Parking Services the first three days and last three days of each month.  

17. The Transfer and Lifelong Learning Center The Transfer and Lifelong Learning Center, located on the 
4

th

 floor, University Pavilion , (513-556-2247), has services to help adult employees who are interested in 
returning to college or considering college for the first time. These include advising and support services 
for credit courses.  Credit assessments are completed by the Credit Evaluation Center in the same 
location.  Non-credit programs are offered through the Office for Continuing Education.  

18. UC Advantage Program The UC Advantage Program offers access to a select group of business 
providers offering superior products and services at special prices to university employees. Although this 
program is continually updated with new products and services, current services include discounted auto 
and home insurance offered through Liberty Mutual Insurance Company and special real estate and 
relocation services offered through Sibcy Cline Realty. Specific information on these programs will be 
available shortly in the lobby of the Human Resources Department, Rm.340, University Hall. For current 
information, access links at www.hr.uc.edu/  

19. UCit Help Desk The UCit Help Desk provides first level support for voice and data communications 
(including wireless) and can assist with all computing concerns for the faculty, staff, and students of UC.  
The Help Desk supports the mainframe, file servers, email servers (Exchange and Bearcat Online), 
Blackboard, OZ, SmartEnforcer (residence halls), and remote access.  It also provides software and 
hardware support to staff and faculty for PCs, Macintoshes, and printers.  Help Desk hours of operations 
are from 7 am until 9 pm, Monday through Friday, and from 8 am until 9 pm on the weekends. You may 
contact the Help Desk via email to HelpDesk@uc.edu or by phone at 513/556-HELP (4357).  

20. Walk-to-Work Loan Program  
The Walk-to-Work loan program is offered by the university to help first-time homebuyers who are purchasing 
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a home in the “uptown area” with down payment and/or closing costs. (The “uptown area” includes Clifton, 
Corryville, Mt. Auburn, Walnut Hills, Clifton Heights, Fairview Heights, Avondale, Evanston and University 
Heights.) Applicants must be eligible for benefits from the university, and must have been approved for a 
mortgage. Loans are processed on a first-come, first-served basis, and are allowed as funds are available.   

The university also partners with the Home Ownership Center of Greater Cincinnati. The Center provides help 
for participants with imperfect credit histories or those who have not saved up enough for a down payment. 
They also offer a loan to be used for closing costs. The Counseling Service offers classes on home ownership 
as well as counseling. They help participants learn how to read contracts, select a real estate agent and find 
low cost loans.  

Please contact the Benefits Office (513/556-6381) for further information on any of these programs.  

B. Conveniences  
1. Banking 
    a. CINCO Financial Group  
        Employees may belong to this credit union if they are a UC student, alumnus,  
        faculty or staff member. The office is located at 49 William Howard Taft Road; business hours are  
       Monday, Wednesday, Thursday, 8:30 a.m.–5:30 p.m., Tuesday and Friday, 8:30 a.m.–6 p.m., and  
       Saturday  9 a.m.–1 p.m. Products and services offered include: ATM/Master Check cards, PC banking,    
       savings, direct deposit, checking, mortgage financing, and financial planning.  
 
  CINCO also provides notary service to its members (See Notary Public Services on page 40).  
  Please note — these services are not always available and it is best to call ahead to confirm  
  hours of service.  
 
    b.  ATMs 
        In order to provide convenience to the university community, automated teller machines (ATMs) are  
        located as follows:   

 
     
ATM Location  
 Bookstore, Lower Level 

Type  
MAC  

Finance Institution  BANK 
One  

CAS  Jeanie    CINCO Credit Union  
Clermont  Star     First Clermont Bank  
College of Medicine Jeanie Kingsgate 
Conference Center MSB Jeanie Medical 
Arts Building Jeanie RWC Jeanie 

Jeanie    5/3 Bank 5/3 Bank   5/3 
Bank   5/3 Bank   CINCO 
Credit Union  

Shoemaker (outside ticket window 
Shoemaker (west lobby) Shoemaker 
(east lobby) TUC, Lobby Vestibule, Level 
2 TUC, Lobby Vestibule, Level 3 Union  

Jeanie 
Jeanie 
Jeanie 
Jeanie  

  CINCO Credit Union   5/3 
Bank   5/3 Bank 5/3 Bank 
CINCO Credit  
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TUC, Level 3(opp.Mick & Mack’s) University 
Hall Jeanie University Hospital Jeanie 
University Hospital Jeanie University 
Hospital MAC  

Star    PNC Bank   CINCO Credit 
Union   CINCO Credit Union 
Provident   US Bank  

 
2. Bookstore The UC Bookstores have locations on all five-university campuses, as well as a second store 

on the West Campus, in the DAAP Building. Each store offers a variety of goods and services for academic 
and personal needs. Merchandise availability may vary by location. UC employees and faculty receive a 
15% discount on merchandise, excluding computers and software, at the university bookstores. They offer 
the following types of merchandise and services:  
• Entire requested selection of new and used textbooks  
• Complete line of UC insignia clothes and gifts  
• Common trade books, including best-sellers, reference, classics, new releases, children’s books, and magazines  
• Gifts, greeting cards, stationery, and frames   
• Computer software and hardware at low educational prices  
• Snacks and beverages (two separate convenience stores on West Campus – one in TUC and one in the 

Recreation Center)  
• ATM  
• Campus Copying  
• Fax  
• Film developing in the West and  East Campus stores  
• First class tamps in the West Campus store  
• Notary public  

 
For more information, please call 513/556-1700 or e-mail at: bookstore@uc.edu. Also visit 
www.uc.bkstr.com.  

3. Campus Copy Campus Copy is a full service copy center.  Services include self- and full-service copy 
machines in black and white and full color, cutting, laminate, photo quality printing from your digital camera, 
and fax services.  Business cards, announcements, T-shirts, posters, banners, labels, and mailing supplies 
are just some of the items that are available.  Students, faculty and staff can even send files to print at 
Business on Main from home!  Send files to campus.copy@uc.edu along with printing instructions and pick 
them up when you get to campus.  Business on Main can also print color or black and white files created 
on a Macintosh or PC.  Questions regarding networking or jobs can be answered by calling Campus Copy 
(513/556-COPY (2679).  Regular hours of operation are 7:30 a.m . – 8 p.m.  Monday – Thursday; 7:30 a.m. 
– 7:00 p.m. Friday; 10:00 a.m. – 5:00 p.m. Saturday;  
12:00 noon – 5:00 p.m.  Sunday.  

4. Child Care The UC Child Care Center, Inc. was designed to meet the needs of UC students, faculty, and 
staff. The Center, currently operates at 3310 Ruther Avenue in Clifton, (513/961-2825). It offers care of 
children from infancy to age 6. Full- and part-time  

  
childcare is available. A school-aged kids program is also available during the summer months. The Blue 
Ash YMCA sponsors a childcare center for Raymond Walters’ students on that campus. A brochure 
detailing UC childcare options is available from the UC Women’s Center (571 Steger Student Life Center) 
and from the Associate Vice President for Student Life, (745 Steger Student Life Center).   The UC 
Women’s Center also offers a baby-sitting referral service.   

5. Dining Facilities Dining facilities and vending areas are located throughout the university, as well as within 
the areas immediately surrounding the university.  
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 6. Entertainment The College Conservatory of Music (CCM), one of the nation’s leading conservatories 

for the performing arts and electronic media, offers nearly 1,000 performances each year, ranging from 
solo recitals to full-scale productions of drama, musical theater, and opera. Most events are free and open 
to the public; for ticketed events, UC faculty and staff receive a discount. For information, please contact 
the CCM Concert Hotline (513/556-4183) or online at www.ccm.uc.edu/events.html.  

7. Information and Concessions The Campus Information Center, adjacent to the Dining Pavilion on 
Baldwin Quad, is open Monday–Friday, 8 a.m. – 5 p.m.; closed Saturday and Sunday.  Call 513/556-2831 
for more information. The Campus Information Center offers the following types of information and 
services:  
• Cashing Travelers Checks   
• Campus maps  
• CINCO change machines  
• Queen City Metro schedules and maps   
• Campus event information  
• A wide variety of snacks, school supplies, phone cards, health and beauty aids  
• Local restaurant and attraction information  
• Special Events Ticket Sales  
• Movie passes (sponsored by SOA)  

 
 8. Libraries The University of Cincinnati maintains 18 libraries located on the East and West and branch 

campuses. The libraries constitute a nationally recognized research center. They maintain resources that 
include over 2.5 million bound volumes, more than three million microform units, over 21,700 serial 
subscriptions and a growing number of electronic resources. UCLID is the local pathway to OhioLINK, a 
consortium consisting of a large number of Ohio college and university libraries with access to research 
databases, and over 31 million library items statewide. The UC libraries also provide instructional programs 
on computer software and the development of web pages. All of these resources are available to 
employees as well as to students. For more information and library hours call East Campus (513/558-5627) 
or West Campus (513/556-1867). Phone numbers for branch campus libraries and others are listed in the 
Faculty/Staff Directory.   

9. Lost and Found Consult with Public Safety at Three Edwards Center (513/558-4900.) Also, 
Campus Information Center (513/556-2831) coordinates a campus lost and found service. Refer 
to Public Safety page 29. 

10. Mail Services  
The Mail Center is located at 2900 Reading Road and serves both East, West and off campus locations. 
Mail Services employees pickup and deliver mail to all offices within the university community.  
Interdepartmental envelopes should be utilized to send your official UC correspondence within the 
university.  This allows the Mail Center to easily identify mail to be metered from interdepartmental mail 
that does not require postage.  When sending mail out to be metered, have your complete return address 
with an account number in the upper left hand corner of the envelope. If the mail is to be sent out of the 
country, mark Air Mail on the face of the envelope and separate it from mail to be metered with a 
rubberband.  Personal mail; mail having a stamp already applied, can be placed in your outbound box.  
When received by the Mail Center it will be given to the USPS that day.    

For additional information call 513/556-3525 or 513/556-3987 or go to  
www.uc.edu/mailservices.  Daily pickup is between 8:00 am and 3:00 pm.    
 

11. Medical Center Public Relations and Communications Medical Center Public Relations and 
Communications, located on East Campus, (513/558-6111) offers an extensive range of editorial, design, 
photographic, reprographic, and video resources to help meet the communication needs of the entire 
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university. Some of the services available are listed below.  
• Art & Design Services  —  design and production capabilities include: WebPages, poster sessions, business 

cards, flyers, invitations, maps, brochures, newsletters, diagrams, graphs, and signage  
• Duplicating Services  —  provides departmental and hallway copiers, as well as a full-service copy center 

providing services such as: on line digital printing, color accent printing, full color copies, full color wide format 
printing (up to 60" wide) as well as full finishing capabilities (folding, stapling, laminating, hole punching, cutting, 4 
types of binding)  

• Photography Services  —  capabilities include: digital photography, film and slide processing, on-location 
photography, passport photos, gel photography, event photography, computer slide imaging, black and white 
custom printing, surgical and procedure documentation  

• Video Services  —  capabilities include: state of the art studio, or on-location digital videography, digital non-
linear editing, video script wiring, satellite downlinking, video duplicating, audio conferencing  

• Writing and Editing  —  services are available such as copywriting, copy editing, grant writing, scripts, 
speeches, newsletter production, advertisements, marketing materials, educational materials  

 
12. Notary Public Services  

At the UC Bookstore, notary services are provided to all full-time and part-time staff and students. Five 
documents per person per day will be notarized at no charge. There is a $1 fee for each additional 
document.   

13. Printing and Duplicating Services  
Printing and Duplicating Services, located in the Campus Services Building at 2900 Reading Road, 
provides complete printing, high volume duplicating, mail, and related services to the university 
community.  For further information, call 513/5565045 or visit their website at 
www.uc.edu/printingservices.  

Printing Services Copy Center, located in Rm.07,  McMicken Hall, is dedicated exclusively to the 
facility and staff of the university.  This convenient, on campus location, provides color copies, black 
and white copies as well as most common binding and finishing operations.  Please call 513/556-
3325 for information or to request a pick-up.  

Printing Services Satellite Copy Center provides copier placement and document production systems for 
university departments. New, state-of-the-art digital copiers and printers are available in both black and 
white, and color models.  Please call 513/556-3931 for more information.  

14. UC Women’s Center  
UC Women’s Center provides educational programs and a library of books, videos, magazines, 
newsletters, and pamphlets focusing on women’s issues. This office also provides support, advocacy and 
referral for anyone who has experienced sexual assault, sexual harassment, stalking, domestic or dating 
violence, eating disorders and other related concerns. For more information on these services call 
513/556-4401.  

A Sexual Assault Response Coordinator is available 24 hours a day to provide emergency intervention 
and support to any UC student, staff, faculty or visitor who is sexually assaulted. Call 513/218-9531.  

C. UC Professional Organizations  
1. AAPW — Association for Administrative and Professional Women  

The Association for Administrative and Professional Women (AAPW) was formed in 1974 at the 
University of Cincinnati and proudly continues to exist for the benefit and support of administrative and 
professional women. The women who proposed and formed this organization perceived a need for 
improved communication among themselves and for additional opportunities in professional development 
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and advancement. AAPW provides a means to network across campuses and provides continuing 
opportunities for professional development for administrative and professional women. AAPW establishes 
a forum for sharing and discussing issues concerning administrative and professional women as a 
campus group. For more information go to www.uc.edu/aapw/. 

 2. Toastmasters  
Toastmasters is an international organization that assists its members in improving their communication 
skills in a supportive environment. Toastmasters can help members lose the fear of public speaking and 
learn skills that will help them be more successful in whatever path in life they choose.  

Bearcat Toastmasters meet the first and third Thursday of each month in Dining Room D in the 
University Hospital Cafeteria. The starting time is 5:30 p.m.  

Are you interested in:  
• Learning or improving public speaking skills?   
• Eliminating your fear of public speaking?  
• Becoming a better listener?  
• Increasing your self-esteem?  
• Learning to think on your feet through impromptu speeches?  
• Having a good time?  
• Effectively develop and present your ideas?  
• Learning how to offer constructive criticism, accept criticism objectively?  

 
3. UCAAMP — UC Association for Administrators, Managers, and Professionals  

Members network and form friendships through monthly luncheon programs.  President Zimpher addresses 
the group annually.  Luncheon events may include University faculty, administration or board speakers or 
tours of new campus buildings.  Additional speakers from the zoo, the City of Cincinnati, or other local 
attractions are invited to speak as well. The UCAAMP website is  
www.uc.edu/ucaamp.  
  50 
ADDENDUM 1   
 Work-Site Orientation Process  
 
 

Date  Employee  
Initials  Reviewer’ 

s Initials  
GENERAL TOPICS    

Attendance and Payroll     

• Check job appointment forms/payroll forms • Holidays • 
Overtime • Salary • Sick leave • Vacation request • 
Working hours  

  

Buddy/Mentor – assign and encourage use     
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Clerical services – if available     

Department Mission Statement     

Department policies, rules, and expectations    

Discipline procedures     

Duplication/transparency-making process     

Explain how unit functions to support overall 
organization  

   

Faxing procedures     

Forms – UC, etc.     

Introduce co-workers, key contact persons, 
and inform other co-workers of the new 
employee’s background  

   

Location of restrooms, emergency exits, 
bulletin boards and eating areas  

   

Mailbox     

Manuals for operating procedures     

Medical     

• Check in at University Health Services at Holmes • 
Return to Work Procedures  

  

Organizational chart     

 
Parking/Transportation     

• Parking areas • Parking decals/key cards • Shuttle bus service  

Personal Progress Meeting after several 
weeks to check on employee’s comfort level 
and encourage questions  

   

Photo ID     

Professional Development     

• External training • Internal training • Libraries • Organizations • Tuition 
remission  

 

Safety and Security     
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• Accident reporting • Emergency exits • Emergency procedures/phone numbers • 
Environmental Health & Safety Orientation • Radiation Safety Orientation • Fire 
safety/drills • On-the job illness/injury • UC police/security  

Staff meetings     

Supplies and Equipment     

• Business cards • Equipment, supplies, tools • Forms, manuals • Keys • Prepare 
and process special needs for position, e.g. passwords, codes, badge • Purchasing 
rules and procedures • Uniforms/personal protective equipment • Workspace should 
be available/read (furniture, equipment, communications)  

 
Telephone/Communication     

• Answering procedure • Campus mail • E-mail/voice mail • Internet • Long distance 
policy • Paging (university/department) • Use of UC directory – completion of sign-up 
form  

Training plan and schedule     

Tour of workplace     

POSITION-SPECIFIC TOPICS  

Break periods     

CDL & DOT drug testing policy     

Clock-in procedure for hourly employees     

Discuss results needed from this position. 
Introduce performance standards for this 
Specific position and the training schedule.  

   

Dress code     

Evaluation process     

Hepatitis B Check (at UHS)     

Job training requirements     



 

  Last Updated January 2006 

43
Probation period     

Provide job description including 
responsibilities and expectations  

   

Respirator Clearance (at UHS)     

Salary increases     

Schedule Respirator Fit Testing (Dr. Roy 
McKay)  

   

Special qualifications/certification required 
by end of probation  

   

Supervision     

TB Test (at UHS)     

Union representation     

Working title of the job     

OTHER WRITE-INS  
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ADDENDUM 2  

Safety Warning Signs YOU Should Know 
(see pages 45 and 46 for explanations)  

(a chemical that initiates,  promotes (Material Safety  combustion in other materials, thereby  Data sheet) 
causing fire either of itself or through  

 the release of oxygen or other gases)  

University of Cincinnati  
Environmental Health & Safety 

Phone 513/556-4968 – M.L. 0218  
 

http://ehs2.uc.edu  
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Safety Warning Signs You Should Know  

The signage system is designed to fulfill regulatory signage requirements as well to alert faculty, staff, 
students and visitors to specific hazards in buildings.  The signs do not list every hazard associated with 
the area and does not replace basic safety training or practice.  Signs will be posted at the entrance to 
each functional area.  Additional, information concerning site-specific safety requirements is available at 
the Environmental Health and Safety web page  
www.http://ehs.uc.edu/.  

The BIOHAZARD label will be posted at access points to BL2, BL3 and HBV/HIV research laboratories.   The 
label itself may also be used to identify refrigerators, freezers, incubators and regulated waste containers 
where human blood or other potentially infectious materials are stored.   

The HEARING PROTECTION REQUIRED label will be posted at access points to laboratories or other 
areas where there is a potential for noise exposures at or above 85 dBA.  

The NOTICE AUTHORIZED PERSONNEL ONLY label signifies access to the area is restricted to only 
authorized personnel unless the site manager grants permission for entry and confirms the space safe for 
entry.  

The CAUTION RADIOACTIVE MATERIAL label will be posted at access points to areas where radioactive 
materials are used or stored, or where radioactive wastes are accumulated.  

The POISON label will be posted at access points to laboratories or storage areas containing chemical 
substances defined by the Department of Transportation as poisonous, or by the Environmental Protection 
Agency as acutely toxic. Materials are presumed to be toxic to humans because the agent falls within the 
following categories when tested on laboratory animals; Oral Toxicity LD50 of < 50 mg/kg, Dermal Toxicity 
LD50 of < 200 mg/kg, and Inhalation Toxicity LC50 of < 
0.5 mg/l.  

The MSDS label signifies access to Material Safety Data Sheets for hazardous chemicals used or stored on 
the university property. MSDSs contain information on chemical identification, composition and physical 
properties along with health, physical and environmental hazards.  

The DANGER LASER OPERATING signs must be displayed on the outside of the access points to each 
laboratory or area where class IIIB and IV lasers are in operation.  The danger sign must be removed when 
the laser is not in operation.  

The DANGER FLAMMABLE GAS label will be posted at access points to laboratories or storage areas 
regularly storing flammable gases.  Flammable gases are materials that will ignite easily and burn rapidly; the 
flame and heat propagation rate is so great as to resemble an explosion.     

The NON-FLAMMABLE GAS label will be posted at access points to laboratories or storage areas 
regularly storing non-flammable gases.  Non-Flammable gases are materials that have a flash point above 
100

o
 F. Non-flammable is an official classification for shipping and safety regulations, however, non-

flammable gases are combustible materials and are a potential fire hazard.  
This NOTICE SAFETY GLASSES REQUIRED label must be posted at access points to all laboratories 
and other areas where there is a reasonable probability of exposure to hazardous chemicals, potentially 
infectious agents or physical hazards that may result in injury if eye protection is not used.  
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The OXIDIZER label will be posted at access points to laboratories or areas storing materials that can, 
generally by yielding oxygen, cause or enhance the combustion of other materials.  

The EXIT label must be posted on any door, passage, or stairway that is an exit or a way to exit access.  If 
an EXIT is not easy to find by occupants an ARROW must point the way to the EXIT.  

The PORTABLE FIRE EXTINGUISHER label must be posted indicating the location of the fire 
extinguisher. Portable fire extinguishers are marked for the types of fire for which they may be used (Class 
A, Class B, Class C, Class D, Special Categories) and carefully placed for the fire hazard present in the 
area.  

The EYEWASH UNITS and EMERGENCY SHOWER labels are posted in the area indicating the location of the 
eyewashes and emergency showers.  In order to be effective emergency showers and eyewashes need to release a 
large volume of water at low velocity for the prescribed time of 15 minutes   
 
ADDENDUM 3  

UC Idioms  
Do You Speak UC-ese?  

Veteran UC worker: Can you stop at U-Hall and pick up the PDQs at Human Resources, then run 
over to Main Street and get some Blackboard files duplicated?  

New UC worker: Huh??!  

 

Parlez-vous UC?  
By Marianne Kunnen-Jones  

The job description may not have said so, but working at UC requires you to become bilingual. 
Not necessarily by learning the tongue of another nation, but by gaining fluency in UC-speak.  

Every community, and nearly every profession, has its own terminology. UC does, too. While 
UC's language labs may not be equipped with recordings or lessons translating from English to 
UC-ese or vice versa, this guide offers an introduction to some of the most common words and 
phrases in the university's vocabulary. It may even be enlightening for long-time staffers.   

This guide is revised periodically. If you have common terms to suggest for addition or deletion, 
please contact Nancy Hanseman at Human Resources,  
nancy.hanseman@uc.edu.  

For additional guidelines on the names of buildings, facilities and colleges, as well as grammar 
questions, visit the University Stylebook online  
(www.uc.edu/ucomm/stylebook.htm).  
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Unless otherwise noted, the following words are pronounced as words, and letters as individual 
letters.  

***  

A114 (A-1-14): A Request for Payment form used to reimburse individuals for expenses paid, 
or to pay for freelance or personal services contract work  

 
A123 (A-1-23): A budget request form  

A900 (A-900): Equal Opportunity Office approval form that documents the recruitment 
activities for newly hired employees  

AAPW: The Association for Administrative and Professional Women — a nonprofit organization 
that provides a forum for sharing and discussing issues concerning UC women, professional 
development, networking and community service  

AAUP: American Association of University Professors — a collective bargaining unit representing UC 
faculty  

A&BS: Administrative and Business Services  

AFSCME (afs-mee): American Federation of State, County and Municipal Employees — a 
collective bargaining unit representing facilities, parking, maintenance and related employees  

A&S: The McMicken College of Arts and Sciences  

ARP: Alternative Retirement Plan — one of the state retirement systems available for 
employees hired after a certain date  

AWF: Association for Women Faculty — works to promote the professional development and 
welfare of women faculty by facilitating communication, providing programs for development and 
acting as an advocate on matters of Affirmative Action, reappointment, tenure and promotion  

AY: Academic year  

Bearcats: The name of UC’s athletic teams and the team mascot  

Bearcat Campus Card (BCC): A UC debit card available to students, faculty and staff for a variety of 
on-campus and off-campus purchases  

Blackboard: A web-based course management system that allows teachers and students to 
communicate outside the classroom  

CAHS: College of Allied Health Sciences  
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Campus Green: Grassy area bordered by Martin Luther King Blvd., Lindner Hall, the Alumni 
Center, the residence halls along Jefferson Ave., and Sigma Sigma Commons  

CCM: College-Conservatory of Music  

  
CECH: College of Education, Criminal Justice and Human Services  

COB: College of Business (formerly CBA)  

COM: College of Medicine  

DAAP (dap or D-A-A-P): College of Design, Architecture, Art, and Planning  

East Campus/West Campus: East Campus refers to the Medical Center, including the colleges of 
medicine, pharmacy, nursing and allied health sciences; Marriott Kingsgate Conference Hotel; 
University Hall; and Hoxworth Blood Center. West Campus is both an organizational term for non-
medical units and a geographical term that refers to the superblock campus bounded by Clifton 
Avenue, Calhoun Street, Martin Luther King Drive and Jefferson Avenue.  

Edwards I, II, III, IV: The Edwards Center on W. Corry Blvd. consists of four separate sections, 
each with its own individually numbered entrance.  

Fifth Third Arena: the preferred reference for the location of basketball games within in the 
Shoemaker Center. Fifth Third Arena consists of Ed Jucker Court, 13,176 seats, private suites and 
a restaurant that overlook the court. The facility also accommodates commencement and some 
concerts.  

FY: Fiscal Year (begins July 1 and ends June 30)  

GETit (get-I-T): the online ordering system for UCit products and services  

Great Hall: The large meeting room on the fourth floor of Tangeman University Center  

GRI: Genome Research Institute  – generic research facility located at Galbraith and Reading 
Roads  

Help Desk: 556-HELP, support for all phone, computing, e-mail and server concerns, for both 
on-campus and remote access  

HPB: Health Professions Building  

HR: Human Resources  

HRMS: Human Resources Management System — the human resources online system that tracks 
data such as job information and sick time for university employees  

IUOE: International Union of Operating Engineers — a collective bargaining unit representing 
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power plant and trades employees  
 
Kronos: Online system used to record time for hourly paid employees  
 
MainStreet: A corridor that stretches from University Pavilion, past Tangeman University Center 
and the Student Recreation Center, ending at Sigma Sigma Commons. Serves as a hub for student 
services, including academic services, shopping, dining, recreational and social needs.  

 
McMicken Commons: The grassy area between McMicken Hall and Tangeman University Center  

Mick and Mack: Twin lions guarding the entrance at McMicken Hall  

Mick and Mack’s: The name of a restaurant in Tangeman University Center  

MSB: Not an academic degree, but the Medical Sciences Building on East Campus  

NIU: “Non-cash Intra-University” form used to charge another department within the university  

Non-traditional student: A student who is either returning to college or starting college at an age 
older than typical freshmen  

OD&T: Organization, Development and Training — The former name for “Employee Development 
& Organization Effectiveness”, the HR office that supports work units in strategic planning, team 
building and problem solving, while providing individual employees with professional and technical 
training  

OMI/OCAS (O-M-I / O-kus): The former name of the College of Applied Science. It stands for Ohio 
Mechanics Institute/Ohio College of Applied Science, which merged with UC in 1969.  

ONA: Ohio Nurses Association — a collective bargaining unit representing nurses  

One Stop Service: Simply called One Stop most of the time. Located in University Pavilion. 
Allows students to register for classes, check financial aid status, view bills, check grades and 
request transcript in “one stop.”  

OPERS (O-purz): Ohio Public Employees Retirement System — one of the state retirement systems  

PAF: Personnel Action Form — required for all new hires and follows each employee’s tenure; 
documents pay raises, titles and retirement  

P-Card: Purchase Card — a university credit card used to make purchases directly from 
vendors  
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PDF: Personal Data Form — documents personal information about employees so UC knows 
where to mail employee information and how to handle various matters required by law  

PDQ: Position Description Questionnaire — used to describe the duties and responsibilities of 
a position for Human Resources’ review  

PEIS: Payroll and Employee Information Services — the department that processes UC 
paychecks  

Please?: Cincinnati-speak for “What?” or “I beg your pardon?” — stemming from the city’s German 
heritage. It’s the English translation of the German bitte.  

PVR: Payroll Verification Report  

Quad: Engineering Quadrangle, bordered by Swift, Old Chem and Baldwin halls  

QSI: Quality Service Initiative — a program that works to improve the quality of service and 
operations at UC  

REACH: Responsive Employee Assistance Can Help — employee assistance program offering 
counseling services and support groups for emotional stress, mental illness, financial problems, 
alcoholism and drug abuse  

RWC: Raymond Walters College — a branch campus of UC in Blue Ash  

RX: Purchase Requisition  

Sears building: Officially named the Campus Services Building, yet often called “Sears” because 
the building at the corner of Reading and University once housed a Sears store  

SEIU/1199: Service Employees International Union — a collective bargaining unit representing office 
employees  

Shoe: “The Shoe” is short for the Myrl Shoemaker Center, which houses the Fifth Third Arena and 
support services for the Bearcat sports teams, including the women’s basketball offices, meeting 
rooms, locker rooms and related facilities.  

Short Vine: The business district on the section of Vine Street that takes a jog to the east and is 
bounded by Corry Boulevard and M.L. King Drive  

Sigma Sigma Commons: Light tower and grassy amphitheater near French Hall, a gift of Sigma 
Sigma fraternity  

STRS (sturz): State Teachers Retirement System — one of the state retirement  

  
systems  
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TA: Travel Authorization form (not a teaching assistant) — needs to be authorized before you go 
anywhere. When you return, if you are eligible for reimbursement, you need to file a travel 
expense report (TE).  

TUC: Tangeman University Center — the student union  

Three Sisters: The trio of high-rise residential halls along Jefferson Avenue (Morgens, Scioto 
and Sawyer)  

UC|21: Shorthand for “UC|21: Defining the new Urban Research University,” the university’s 
strategic plan for charting its academic course  

UCAAMP (U-kamp): University of Cincinnati Association of Administrators, Managers and 
Professionals — a networking and professional development group for unclassified, 
unrepresented staff  

UCATS (U-cats): University of Cincinnati Athletic Teams Scholarships — donors who contribute at 
least $50 to fund UC student-athletes may purchase priority seating tickets to Bearcat games  

UCFlex (UC-flex): The university’s new integrated business system.   

UCFlex Financials: (formerly FSRP-Financial System Replacement Project) UC’s initiative to 
replace the CUFS system and streamline and standardize key business processes in the areas of 
Accounting, Budgeting, Grants, Endowments and Procurement.  

UCFlex Human Resources: This system will replace the Human Resources Management 
System (HRMS) and Benefits Management System (BMS).  

UC is Listening: Online feedback forum for compliments, complaints, questions, suggestions and 
surveys (www.feedback.uc.edu)  

UCit (UC-I-T or UC-it): UC Information Technologies — provides computer and telephone services, 
previously called CITS (sits)   

U-Hall: University Hall — location of many administrative offices  

UniverSIS (univer-sis): University Student Information System (also called SIS)  
— a computerized system that consolidates all UC student databases and streamlines record-
keeping and student-support operations  

Uptown Campus: East Campus, West Campus and the College of Applied Science campus 
combined  

  
USAs: University Service Associates — cross-trained staff who provide admissions, financial aid and 
other services to current and prospective students in the One Stop Services Center  

WIN (win): Women’s Initiatives Network — serves as an umbrella group for faculty, staff, student and 
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alumni organizations on campus that are dedicated to serving women  

Work Control: The department that handles facilities services, such as maintenance and 
HV/AC  

Compliments of:  
HR – EMPLOYEE DEVELOPMENT & ORGANIZATION EFFECTIVENESS formerly OD&T 
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Introduction 
 
The University of Cincinnati is a state-supported, Carnegie Research Extensive 
institution accredited by the North Central Association of Colleges and Schools.  
Facilities include a main academic campus, a medical campus, a branch campus 
in suburban Blue Ash, and a rural branch campus in Clermont County.  Over 220 
graduate and professional programs are offered in 12 schools: 
 
Allied Health Sciences 
Arts and Sciences 
Business 
College-Conservatory of Music 
Design, Architecture, Art, and Planning 
Education, Criminal Justice, and Human Services 
Engineering 
Law 
Medicine 
Nursing 
Pharmacy 
Social Work 
 
Faculty members are nationally and internationally recognized professors and 
researchers in their fields who are dedicated to providing students with an 
environment fostering innovative scholarship and research.  This commitment to 
excellence in scholarship and research is expressed in the university's mission 
statement: 
 

The University of Cincinnati is a public comprehensive system of 
learning and research.  The excellent faculty have distinguished 
themselves world-wide for their creative pedagogy and research, 
especially in problem-solving and application of their discoveries. 
 
The university system is designed to serve a diverse student body 
with a broad range of interests and goals.  It is a place of 
opportunity. 
 
In support of this mission, the University of Cincinnati strives to 
provide the highest quality learning environment, world-renowned 
scholarship, innovation and community service, and to serve as a 
place where freedom of intellectual interchange flourishes. 
 
This Graduate Handbook is intended to identify available resources 
and help new and returning students understand university policies 
that affect them.
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Location 
 

110 Van Wormer Hall 
2614 McMicken Circle 

Cincinnati, OH 
 
 

Mailing Address 
 

P.O. Box 210627 
Cincinnati, OH 

45221-0627 
 
 

Phone:  (513) 556-4335 
Fax:       (513) 556-0128 

 




