TEXAS TECH UNIVERSITY HEALTH SCIENCES CENTER

Operating Policy and Procedure

HSC OP: 61.24, Control of Keys to TTUHSC Facilities

PURPOSE: The purpose of this Health Sciences Center Operating Policy and Procedure (HSC OP) is
to help protect the life, property and security of our facilities and all its occupants. It serves
as a framework by which access to our buildings will be controlled and how keys will be
managed, accounted for, issued, duplicated, stored, controlled, returned and replaced.
The policy also seeks to implement a proper key process and then preserve it by
restoring security in a timely manner whenever key control has been compromised.

REVIEW: This HSC OP will be reviewed on September 1 of every fourth year (E4Y) by the Facilities
and Operations Director at each campus with recommendation for revisions forwarded to
the Vice President for Facilities and Safety Services (VPFSS) by October 15.
POLICY/PROCEDURE:

1. Campus Manager.

Amarillo: Facilities Ops and Maintenance
Lubbock: Facilities Ops and Maintenance
Odessa: Facilities Ops and Maintenance
Midland: Facilities Ops and Maintenance
Abilene: Facilities Ops and Maintenance
Dallas: Facilities Ops and Maintenance

2. General Policy

a. TTUHSC facilities include, but are not limited to, all teaching, administrative, research,
mechanical, storage and shop space owned or leased by the TTUHSC.

b. TTUHSC key is any keying device, which allows access to a TTUHSC building, office, laboratory,
classroom, or any other space within facilities under the control of TTUHSC, including leased
space.

c. Keys are considered to be property of the State of Texas. Keys are issued to an individual and are
for his/her exclusive use. Defacing, marking, altering, duplicating, loaning, or selling of any
key/keycard is prohibited.

d. Department heads shall maintain control of keys for departmental equipment, files, desks storage,
vehicles, etc.; Facilities Operations Department will control only building keys, but will respond to
work order requests for any repairs necessary on a departmental charge basis. Departments are
responsible for all cost associated with their request not related to routine maintenance of existing
facilities hardware
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3. Request for Issuance of Keys

a.

Academic chairpersons, administrative heads or their designees will determine which keys should
be issued to employees or students under their jurisdiction. Keys will be issued to areas under the
control of the requesting department only. Keys to another department's area must be authorized

by the department in control of that area.

The Facilities Department shall maintain a database with names and signatures of all key
authorizers. Key authorizers may be added or deleted with the Key Issuance Signature Authority
form (Attachment “B”). Once a year and/or at the time notice is given of significant changes within
a department, Facilities will initiate the process to obtain original authorized key signature and two
alternates for each Department/area of responsibility. It is the Departments responsibility to notify
Facilities that key authorizers and/or their alternates have changed (with a method of verifying
those stated changes).

When a Key Requisition Form (Attachment “A”) is delivered to the Facilities Department, the form
shall be as complete and signed by the appropriate key authorizer(s) as identified in section 3.b.
of this policy.

Departmental key authorizers may generate work orders to re-pin cylinders in their respective
departments.

A separate Key Requisition Form is required for each individual requesting key(s).
Only original signatures are acceptable.

4. lIssuance of Keys.

The individual requesting the key shall present the appropriate Key Requisition Form to:

Amarillo: Lock Shop, SOM/SHP building B450
Lubbock: Lock Shop, BAB099

Odessa: Facilities Ops & Maint

Midland: Facilities Ops & Maint

Abilene: Facilities Ops & Maint

Dallas: Facilities Ops & Maint

Hours for accepting forms: Monday — Friday 8:00am to 4:45pm

Upon receipt of a completed Requisition Form, the Facilities Operations department will issue
key(s) directly to the individual named on the form upon presentation of his/her valid driver's
license or valid identification card with a picture. Keys will not be issued to anyone except the
individual named on the form.

Each person will be required to complete and sign a Key Holder Card (Attachment “C”) upon
receipt of his or her key. The managing campus department will maintain a file and/or database of
all Key Holder Card(s).

An officer of the Police department may confiscate keys that are not officially and/or properly
issued to a person. Key(s) must be surrendered at the time return of key(s) is requested by
Facilities Department or Police. Audit of keys in any individual's possession can be requested
at any time during their employment with TTUHSC.

The Director of Facilities Operations departments must approve the issuance of duplicate keys to
any individual. Note that duplicate keys are only for lost, stolen or damaged keys, where proper
documentation complying with this policy showing keys as lost, stolen or damaged. This policy
does not provide or allow for duplicate keys for the purpose of departmental check out or
departmental key boxes.

It is a department or division’s responsibility to maintain records on keys distributed to their
employees and students and to ensure timely and proper return of the keys prior to separation by
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h. The given notice should be in written form and/or utilizing the exiting process for natification
established by TTUHSC HR. Failure to give notice will be considered a willful disregard for
TTUHSC approved policy; and potential
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