








I. GENERAL

The purpose of this COSP is to provide instructions and assign responsibility for securing external access and allowing internal access to academic/administration buildings during and after normal working hours, weekends, holidays, and academic breaks.  

II. EXTERNAL ACCESS

A. Opening external doors of Academic/Administration Buildings

1. ECU Housekeeping Services Department - Academic Housekeeping staff shall begin opening buildings as specified in the Building List at 6:00 AM each workday.  Exterior doors should be opened by 7:00 am.  All other buildings are unlocked by the ECU Police Department or occupants or access is under 1 Card control. 
2. Holidays

a. The first workday after a holiday, ECU Housekeeping Services Department - Academic Housekeeping staff shall begin opening buildings at 6:00 AM. 
B. Securing external doors of Academic/Administration Buildings
1. ECU Housekeeping Services shall lock the external doors of the academic/administration buildings as specified in the Building List at the end of the workday.   Unless otherwise noted they are locked at (or soon after) 10:00 PM.  All other buildings are locked by the ECU Police Department or occupants or access is under 1 Card control. 
2. Holidays

a. The workday before a holiday buildings are locked on the regular schedule.  
C. Housekeeping Services Responsibilities

1. Supervisor Responsibilities
a. Supervisors shall ensure that each of their assigned buildings is secured on a daily basis.  The secured status of each of his/her assigned buildings shall be documented on the Supervisor’s “Shift Security Checklist” daily.  Sample “Shift Security Checklist” is included with this COSP.

b. Checks are to be performed at 10:00 pm daily, and will be checked again one hour prior to end of shift, and documented utilizing the “Shift Security Checklist”.  The “Shift Security Checklist” is to be turned in daily to the Housekeeping Services academic manager or the director, along with the shift reports.

c. If a building cannot be secured as is required:

i. The Supervisor shall contact the ECU Police Department at 328-6787 (or by radio on Facilities Services channel 2) and report when a building cannot be properly secured and provide the reason the building could not be secured.  

ii. After the supervisor notifies the ECU Police Department, the Supervisor shall remain at the unsecured building site until an ECU Police Officer arrives, or is given other instruction by the ECU Police Officer or the ECU Police Department.

iii. Supervisor shall document these efforts on the “Shift Security Checklist.”

2. Housekeeper Responsibilities
a. A Housekeeper should report anything out of the ordinary or of suspicious nature to his/her Supervisor immediately.
b. Upon request, ECU Police Department will provide escort service for anyone on campus.  Contact ECU Police Department by calling: 328-6787.

c. Housekeepers are responsible for locking/securing buildings. (Supervisors will verify that each building is locked/secured).

d. Should a building be found unlocked when it should be locked, the Housekeeper or person finding same, must contact the ECU Police Department immediately at time of finding, by calling 328-6787 (or by radio on Facilities Services channel 2).

D. Facilities Maintenance Responsibilities

1. Generally, academic/administration buildings should remain locked until 6:00 AM workdays.  Call the ECU Police Department at 328-6787 (or by radio on Facilities Services channel 2) if there is any question about the schedule.

III. INTERNAL ACCESS

A. Classrooms

1. ECU Housekeeping Services Department - Academic Housekeeping staff shall begin opening classrooms between 6:00 AM and 8:00 AM each workday.  

2. In the event the classroom is not opened when needed, the department assigned to the classroom or department using the classroom should contact Housekeeping Services at 328-6169.   

3. If a different schedule is needed, the department assigned to the classroom or department using the classroom shall obtain written approval from the Registrar’s Office and forward a copy of the approval to Housekeeping Services. 

4. Institutional Planning, Research, and Effectiveness (IPRE) is responsible for maintaining the University’s Room Inventory Database that supports the Registrar’s system.  The Room Inventory Database includes the assignment of classroom as appropriate.  

5. Unlocking of Classrooms during Academic Breaks

a. Neither Housekeeping Services nor Facilities Services is authorized to unlock doors to classrooms during academic breaks including, but not limited to, academic breaks between semesters, Fall and Spring breaks, holiday breaks, etc.  Housekeeping Services and Facilities Services should direct requesters to contact the ECU Police Department for entry.  
B. Labs

1. ECU Housekeeping Services Department - Academic Housekeeping staff shall not open labs including computer labs.  

2. In the event that the department assigned to a lab needs a lab opened on a regular schedule, the department assigned to the lab should submit a written request to Housekeeping Services. 

3. Institutional Planning, Research, and Effectiveness (IPRE) is responsible for maintaining the University’s Room Inventory Database that supports the Registrar’s system.  The Room Inventory Database includes the assignment of labs as appropriate.  

C. Unlocking doors for individuals 

1. Facilities Services employees should only unlock doors as specified in this COSP.

2. As published in the Facilities Services section of the University Business Manual, Facilities Services personnel including Housekeeping Services staff are not authorized to unlock doors for individuals entering offices or other secured spaces even if the individual is ”known” during and after normal working hours, weekends, holidays, and academic breaks.   The individual should contact the ECU Police Department” to allow entry.   
D. Housekeeping Services Responsibilities

1. Supervisor Responsibilities

a. Supervisors will ensure that all lights are turned off immediately, as each room and building is cleaned on a daily basis.

2. Housekeeper Responsibilities 

a. Each secured space, office, auditorium, or conference room shall be opened as it is cleaned and secured or locked immediately after the room has been cleaned.

b. In the event a Housekeeper has to leave his/her assigned work area, he/she shall secure or lock-up whatever secured space, office, auditorium, or conference room that he/she may be in the process of cleaning.  Leaving an assigned work area includes break periods, meal periods, and if required to work in another area than normally assigned.  THE HOUSEKEEPERS’ WORK AREA MUST BE LEFT IN A SECURED STATUS AT ALL TIMES!

c. A Housekeeper should report anything out of the ordinary or of suspicious nature to his/her Supervisor immediately.

d. Upon request, ECU Police Department will provide escort service for anyone on campus.  Contact ECU Police Department by calling: 328-6787.

e. Unlocking of Offices and Secured Areas

i. As published in the Facilities Services section of the University Business Manual, Facilities Services personnel including Housekeeping Services staff are not authorized to unlock doors for individuals entering offices or other secured spaces even if the individual is “known.”  Housekeeping Services staff should instruct the individual to contact the ECU Police Department to allow entry. (This also applies during regular business hours.  Housekeepers and Housekeeping Supervisors are not authorized to open offices nor secured spaces for any individual or individuals at any time).

f. Energy Conservation
i. It is the responsibility of each Housekeeper to ensure that all lights are turned off immediately after each room is cleaned. This MUST be done on a daily basis.  Supervisors will ensure this is accomplished on a daily basis.

E. Facilities Maintenance Responsibilities

1. Open or unlock secured space, office, auditorium, or conference room being worked in.  

2. Lock any secured space, office, auditorium, or conference room that is left unattended for any period of time during the repair process.

3. Lock any secured space, office, auditorium, or conference room worked in after the work is complete.  This applies even if the space was found unlocked at the beginning of the work.

4. Turn off lights after work is completed.

5. Unlocking of Offices and Secured Areas

a. As published in the Facilities Services section of the University Business Manual, Facilities Services personnel are not authorized to unlock doors for individuals entering offices or other secured spaces even if the individual is “known” during and after normal working hours, weekends, holidays, and academic breaks. Facilities Services personnel should instruct the individual to contact the ECU Police Department to allow entry. (Facilities Services personnel are not authorized to open offices nor secured spaces for any individual or individuals at any time).

Replaced FSSP 30-3005, Securing Academics & Administration Facilities

	Building
	Locked by Housekeeping

	Bate
	Standard Schedule 

	Belk
	Standard Schedule 

	Bioenergetics (Minges Annex-189)
	Standard Schedule 

	Brewster
	Locked at 1:00 AM including lowering and locking the security gates

	Ficklen Stadium
	Standard Schedule 

	Fletcher Music
	Standard Schedule 

	Howell Science
	Standard Schedule 

	Irons
	Standard Schedule 

	Jenkins Art
	Standard Schedule 

	Joyner Library
	Standard Schedule 

	McGinnis
	Standard Schedule 

	Messick
	Standard Schedule 

	Minges 
	Standard Schedule 

	Murphy Center
	Standard Schedule 

	Old Cafeteria - Cashier's area
	Standard Schedule 

	Physics
	Standard Schedule 

	Pirates Club
	Standard Schedule 

	Rawl
	Standard Schedule 

	Remco
	Standard Schedule 

	Scales Field House
	Standard Schedule 

	Science & Technology
	Standard Schedule 

	Speight
	Standard Schedule 

	Ward Sports Medicine
	Standard Schedule 

	Wright Auditorium
	Standard Schedule 


(Sample)

Shift Security Checklist

Supervisor: ________________________Date:_______________

	10 PM Check
	
	
	
	

	Building
	Time
	Secure
	Unsecure
	Police Contacted

	Bate
	 
	 
	 
	 

	Howell Science
	 
	 
	 
	 

	Physics
	 
	 
	 
	 

	Rawl
	 
	 
	 
	 

	
	
	
	
	

	End of Shift Check
	
	
	

	Building
	Time
	Secure
	Unsecure
	Police Contacted

	Bate
	
	
	
	

	Howell Science
	
	
	
	

	Physics
	
	
	
	

	Rawl
	
	
	
	

	

	Concerns, comments, and/or explanations of any problems:



	This report accurately reports the security of the listed buildings at the noted times.
Supervisor signature:_____________________________________________


Checks are to be performed at 10:00 PM and will be checked again 1 hour prior to end of shift.

This form is to be turned in to the Housekeeping Services academic manager or director along with shift reports daily.
	PREPARED BY: KC/KSK/HRB

APPROVED BY: GWH
	DATE OF ISSUE: 05/05/05
SUPERSEDES: 04/11/03
	PAGE:  1 of 8
ORIGINAL ISSUE: 04/11/03



_917420359.doc
��



�
















