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KEYISSUE AIID CONTROL PROCEDURES

PROCEDURES

Other than during normal working hours, all buildings shall be locked in order to maintain the

security of both the buildings and their contents. Academic buildings shall be opened by Campus Police

to serve student and university needs Monday through Friday from 7:00 a.m. to 8:30 p.m. or until 30

minutes after the final class in that building whichever is later. A waiver may be issued by the Vice
President for Academic and Student Affairs for Educational Buildings or by the Vice President for
Administration for Buildings under his/her control for different operating hours. When academic

buildings have been secured, access may be permitted by a security oflicer upon presentation of proper

UIW identification and a stated reason for access to the building. Except for classrooms, all interior doors

to all university buildings will be locked by janitorial personnel upon completion of cleaning op€rations

ofeach room. Individual classrooms will be locked immediately after the last class ofthe daylnight.

Non-academic activities sponsored by university deparhnents/groups must have prior approval

from the appropriate Vice President for area(s) to be used. Each deparunenVgroup is responsible for

coordinating with University Police Depaftnent the opening/closing of door(s) to the area(s) they will be

using for their activity.- 
The scheduling of off-campus sponsored activities is the responsibility of the Director of Special

Events. Each area to be used for off-campus sponsored activities must be reserved with the appropriate

facility coordinator. Security personnel wilt ensure designated areas af,e open for off-campus sponsored

activities only subsequent to receiving notification from the Director of Special Events.

The Reglstrar's Ollice ls responsible for scheduling clrssroom usage and rvlll provlde

Cempus police wlth a listing of classroom usrge with eny chrng$ as they occur. Security personnel

wi ensure deslgnated doors are opened for speclal cctivities involvlDg classrooms only subsequent

to receivlng notlfication from the Registrsr's C)mce or from the Olfce of Instructional Technology

ln the case of computer labs.
prior approval must be obtained from the appropriate deparnnent chair for activities scheduled in

lab areas. The appropriate department chair or hiVher designee is responsible for the opening/closing of
lab area doors and ensudng that adequate supervision is present'

Keys are not to be issued to students. For those students needing after-hour access to university

buildings, i mernorandum should be sent tbrougb the appropriate dean to the U_niversity Police

Oepardent tlsting those students who are to have access, and to what rooms. Proper UIW identrfication

must be pres€nted to the security oflicer to access.

Special assignment of keys, where required (such as contactors, housekeeping, food service,

etc.), may be authorized by the Director of Facilities Management." 
Employees may be iszued keys ro univenity buildings upon writtel approv{ of the dqnrtnent

chair/directi or desigrree, and the dean and vice president in accordance with university procedures. The

number of keys issued to an ernployee will be limited to the MINIMUM NEEDED TO DO TI{EIR JOB!

L Keys are issued for entry to university buildings for the purpose ofconducting university

business onlY.

2. An authorized employee entering or leaving a locked building shall not p€rmit any individual

to enter who would not normaliy be permitted to enter the building during the hours it is

locked. An authorized employee may h"tne guests so long as the guests stay in the Proximity
of the employee having the assigned key. The authorized employee assumes full
responsibility for their presence.
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3. An individual entering or leaving a locked building shall be responsible for securing the door
and may be held responsible for any loss or damage to university property rezulting from
failure to do so.

Individuals transferring to another departnent or building may be issued new keys upon the
wriften approval of the new departrnent chair / director in accordance with the above and
subsequent to the retum of all old keys to the Facilities Management Offrce ATTN:
Locksmith.

All keys issued remain the property of the University and shall be retumed to Facilities
Management OIfice ATTN: Locksmith rmder the following conditions:

l. For employees:
Prior to transfer to another departnent or building.
Upon termination of employment.
Upon request ofthe deparbnent chair / director, or Dean.
Upon being granted a leave of absence without pay for a period of 30 or more calendar
days: however, employees granted such leaves may retain their key(s) if they are
authorized to have access to the building and / or office during the leave.

2. For all individuals:
At the request of Security personnel.
At the request of persomel authorized to manage or audit this policy.

It is the responsibility of the appropriate d€partnent chairperson/director or designee to ensure
that all keys are retumed to Facilities Management Office ATTN: Locksmith under the provisions above.

IN NO CASE IS A KEY TO BE TRANSFERRED FROM ONE INDIVIDUAL TO ANOTIIER"
OR TO BE OBTAINED FROM ANY OTHER SOI,JRCE THAN FROM TIIE FACILITIES
MANAGEMENT OFFICE. WHEN ANY TRANSFER OR DIJPLICATION OF A KBY IS MADE
WTTHOUT I]MVERSITY CONSENT, THE KEY SHALL BB RECOVERED AND THE
INDTVIDUAL(S) INVOLVED REPORTED TO TIM ADMINISTRATTVE HEAD, DEAN, OR VICE
PRESIDENT FOR APPROPRHTE ACTION.

Keys to cabinets, lockers and drawers within buildings or to dormitory rooms are not covered
under provisions of this policy. The Facilities Management Olfice will fimish tlese keys upon request
by the director of the facility. The issue, control and recovery of these keys are the responsibilities of the
director of the facility. Key issuances for cabinets, lockers, and drawers within buildings/offices are
authorized by the departnent chair/director subject to such policy guidance as may be issued by the
division dean/Vice President.

ln accordance with this policy the types and number of keys iszued will be limited to the
MINIMUM REQURED BY REGI.JLAR WORK ASSIGNMENTS.

l. The permanent issuance of building master keys will ordinarily be limited to the president
vice presidents and those service departnents n€eding access to the facility.

2. The permanent issuance ofbuilding sub master keys will ordinarily be limited to deans and
departnent chairs,

3. Two or more keys may be issued to thoso requiring access to several rooms t}roughout the
entire building.
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PROCEDI.JRES FOR TIIE ISSUANCE AND RETTJRN OF KEYS MAY BE ALTERED BY
TI{E DIRECTOR OF FACILITIES MANAGEMENT AS NEEDED TO MEET WORK
REQUIREMENTS THROUGHOUTALL OF THE UNIVERSITY CAMPUSES.

The loss or theft of any key is to be reported immediately to the departrnent chair/director, who in
tum will notifu the Facilities Managernent Oflice or the Police Departnent.

Lost keys hrmed in to a departnent are to be forwarded immediately to either the Facilities
Management Office or the Police Departrnent.

Application for keys is made on a KEY RECORD form.

l. KEY RECORD forms will be submitted to the Facilities Manaqement Ofhce ATTN:
Locksmith.

2. lf an individual has a need for more than I key, additional keys will be listed in block 5
on the Key Record Forrn.

3. KEY RECORD forms are available from UIW Intranet web site.

Keys can only be obtained in person directly from the Facilities Management Office or
Locksmith.

l. Masters and zub masters must be picked up by the employees to whom the keys are to be
issued.

2. All other keys may be picked up by an appropriate departrrent representative.

The deparhnent is responsible for the key collection procedure. Deparftnents collecting keys will
tansfer them to the Facilities Management Oflice.
NOTE: Departments failing to deliver koys to the Facilities Management Ofllce expeditiously will
cause r delay In the r€lease ofa terminatlng employee's llnal paycheck

Prior to the end of each academic semester, each departnent will review their list of individuals
assigned keys to areas under its jurisdiction and ensure that all keys no longer needed by any individual in
the deparbnent (fuU time, part time, or adjunct) are collected and retumed to Facilities Management as
appropriate.
NorE: This review will aid the department in ldenfflng those keys to be returned by employees
having an endlng drte of appointment as of the end of each academic semester,

Annually, each departnent must check and certifi the accuracy of their inventory list of keys
iszued to individuals under its jurisdiction. A copy of the verified list will be provided to the Facilities
Management Office ATTN: Locksmith.

Keys must be surrendered at the request of aoy campus police or security representative or other
law enforcernent offrcial in the performance ofhis/her duty.

PROCEDUR-ES: ISSUANCE OF KEYS

DeDrrtment

Upon request for key, initiate UIW KEY RECORD form, completing items no. 1-7. Approve
KEY RECORD form (item no. 6) and forward to dean or vice president for approval (item no. 7). Make
and keep copy ofthe key record form.
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The KEY RECORD form (item no. 5 Remarts) must be completed to justifu the issuance of a
master or a grand master and must be approved by the Vice Prcsident for Business and Finance.

Forward or deliver the approved Key Record form to the Facilities Management Office ATTN:
Locksmith for processing. The applicant will be notified when the key is ready for pickup.

l. Master and sub master keys must be picked up by the applicant who will be asked to sign for
the key on item 8 of the form.

2. All other keys may be picked up by the applicant or departnent representative designated by
the applicant. If the representative is picking up the key, the applicant must sign the form,
item 8 prior to the forrn being delivercd or forwarded to the Facilities Management Omce.

Facilities Management Offic€

Produce key and obtain applicant's signatue on KEY RECORD form (item no. 8) ifnot already
sisned.

Give key and a copy to applicant/departsnent representative.

Update the key issuance data base somputer program. File Facilities Management Oflice copy.

PROCEDURES: RETI,,RNING KEYS

Department

Upon determining that an individual is transferring or terminating employment with the

-- rmiversity, review departnent files (list) to see what keys are to be retumed by that individual. SEND
TI# INDIVIDUAL TO TIIE FACILITIES MANAGEMENT OFFICE TO TURN IN HIS/IIER KEY
WITH A CLEARANCE FORM.

The Facilities Management Office will acknowledge receip of key(s) by completing the KEY
RECORD (item no. I 0). Key Retumed.
Maintain copy of I(EY RECORD until deletion of issue record is verified by deparhnent annual review,
after which tirne the copy can be destroyed.

PROCEDURES: LOST ORSTOLEN

I)epartment

Notifu the Facilities Management Office or Police Deparhrent immediately by telephone when a key is
re.ported lost or stolen.

Pull departrnent copy of appropriate KEY FJCORD from file. Enter "Iosf or 'Stolen" in item no. l0
and forward to the Facilities Management Office.

Inform individual that he./she will need to pay the key replacement fee per the Key Replacement Fees

schedule as published herein.

DepartrnentVDivisions will be cbarged key replacernent fees, per the Key Replacement Fees schedule, if
keys lost by respective faculty memberdstafrr€sults in the rced to re-key a building/room(s).

: ' -, 
If a reiszue is approved by the d€partuent chair/director follow section on Procedures: Issuance of Keys
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Fecilities Menagement Office

Enter "Lost" or "Stoten" in item no. l0 ofFacilities Management OIfice copy.

Update the data base pmgram as appropriate to reflect the missing key status.

PROCEDTJRES: RECOVERED KEYS

Department

Noti$ the Facilities Management Oflioe immediately by telephone when a key is recovered. Initiate a

n"o' KEY RECORO form if a reissue has not occurred. Complete items no. l-7. Obtain the signature of
the key holder (itprn no.S) and distribute copies in accordance with these guidelines. If a reissue has

already occurred tum in the recovered key to the Facilities Management Oflice.

Facilities Management Office

When a key is reported as recovered, request the depar[nent to complete a new KEY RECORD form ifa
reissue has not occurred.

l. Request the departnent that has the recovered key obtain the employee's sigrature in item

no. 
-8 

of the KEY RECORD form. Request the deparhnent give a copy to the employee and

send tbe Facilities Management OfEce the original.

2. If a duplicate key has atready been issued rcquest the recovered key be forwarded

immediately to the Facilities Management Office ATTN: Locksmith'

Destroy duplicate KEY RECORDS marked "Iost'' or "Stolen" for the recovered key'

Updati the data base progmm as appropriate to reflect the key's curent status'

KEY REPLACEMENT FEES

Replacement of a lost or stolen key or failure to retum an- issued key by its due date of upon an

employee's last day of employment is subject to a fee as stated below:

l. A replacunent fee of $10.00 per door opend up to a maxinrum of $100.00, for each master

or sub-master keY not retumed.

2. A replacecrent fee of $20.00 will be charged for each key other than master or sub"master key

not rehrmed.

3. A deparnnent will also be charged $10.00 a key for eaeh door that a sub'master or master kelt

opens with a maximum cap of $500.00'

returned.

This Key Issue and Contol Procedures applies to all building/rooms on all campuses of the University of

the lncamate Word.
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