








I. PURPOSE
The purpose of this FSSP is to identify issuance of passenger elevator keys and to provide guidelines when a passenger elevator may be taken out of service for routine maintenance and/or housekeeping services.

II. GENERAL
Appropriate Facilities Services Shop Supervisors and Housekeeping Services Supervisors shall be issued elevator keys. Pursuant to the outlined procedures, these keys shall enable the Supervisor to take a passenger elevator out of service, allowing the passenger elevator to remain on one floor with the door open without an alarm sounding.

III. PROCEDURES
A. Building with ONE passenger elevator:

In any building with only one passenger elevator, the passenger elevator may not be taken out of service for routine maintenance and/or housekeeping services until after regular business hours or academic hours whichever is later. 

Routine maintenance and/or housekeeping services are activities that may be accomplished in less than 30 minutes and require equipment with cords or ladders such as vacuuming, polishing floors, or changing a light bulb, etc.     

An elevator may not remain out of service for longer than 30 minutes.  

The Supervisor responsible for taking the passenger elevator out of service shall post a sign on the elevator doors on each floor that the elevator serves indicating that the elevator shall be out of service for no longer than thirty minutes and to contact the Police for emergencies.  (See Addendum1 for a sample sign.)  When the elevator is returned to service, the Supervisor shall remove all posted signs.  

The Supervisor responsible for taking the passenger elevator out of service shall not leave the Building until the passenger elevator is returned to service.  

In the event of an emergency, the Supervisor shall return the passenger elevator to service immediately.

B. Building with more than one passenger elevator:

In any building with more than one passenger elevator, one passenger elevator may be taken out of service for routine maintenance and/or housekeeping services during regular business hours or academic hours only if the other passenger elevator is fully operational.  

Routine maintenance and/or housekeeping services are activities that may be accomplished in less than 30 minutes and require equipment with cords or ladders such as vacuuming, polishing floors, or changing a light bulb, etc.     

The passenger elevator may NOT remain out of service for longer than 30 minutes. 

The Supervisor responsible for taking the passenger elevator out of service shall not leave the Building until the passenger elevator is returned to service.  

The Supervisor responsible for taking the passenger elevator out of service shall post a sign on the elevator doors on each floor that the elevator serves indicating that the elevator shall be out of service for no longer than thirty minutes and to contact the Police for emergencies.  (See Addendum1 for a sample sign.)  When the elevator is returned to service, the Supervisor shall remove all posted signs.  

In the event of an emergency, the Supervisor shall return the passenger elevator to service immediately.

C. Exceptions:
A Supervisor needing to schedule maintenance not falling in the scope above (building with one elevator during working hours or any elevator for over 30 minutes downtime) shall contact the Facilities Service Center to arrange an outage.










Addendum1

This elevator is out of service for approximately 30 minutes for routine maintenance and/or housekeeping services.

In the event of an emergency, please contact ECU Police at 328-6787.

We appreciate your patience.

Facilities Services
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