








I. GENERAL

This instruction provides guidelines for entry into residence halls and living spaces for the purpose of performing maintenance activities.

Living spaces are considered the occupant’s private space.

There are two types:  rooms (which are occupied by students) and apartments (which are occupied by Coordinators who are professional Campus Living staff).  

It is extremely important to customer satisfaction that these guidelines are followed.  It is as important as doing the work requested promptly and correctly.

II. RESPONSIBILITIES

A. Facilities Services, Main or East Campus personnel needing to enter 
residence halls are responsible for following this procedure.

B. Supervisors and the Facilities Service Center have responsibility for 
scheduling entry into apartments.

III. PROCEDURE

A. General

1. This procedure does not apply to service areas, such as mechanical rooms, where there is no contact with residents.

2. Facilities Services employees shall have only a SE2D or SE3D and a SE78D residence hall key.  Housekeeping Services personnel shall also have a CD key.  Possession of any other residence hall key (other than those obtained from a lockbox with employee’s SE2 key for performance specific work or if authorized in writing by the Director, University Housing Services) is grounds for disciplinary action.

3. All normal maintenance shall be done in response to a work order requested by Campus Living or scheduled PM work order.

4. Entry into residence halls

a. Entry between 10 AM and 5 PM requires no special approvals.

b. Entry needed between 8 AM and 10 AM should be arranged through the Facilities Service Center.

c. Work which carries over past 5 PM requires no special approval.

d. Entry for call back, since it is requested by the Campus Living coordinator through the ECU Police Department, requires no further approval.

5. Facilities Services personnel shall be in proper uniform at all times.

6. No routine announcement needs to be made upon entry to common spaces (lobbies, hallways, etc.) in residence halls.  If you encounter a situation where you should make your presence known to the occupants, do so.

7. Upon completion of work ensure that tools, equipment, trash, etc. are removed.  Ensure the room is left safe and secure.  Contact the Facilities Service Center if Housekeeping assistance is needed.  
8. Complete and leave a Maintenance Response Notice even if a resident is present.  See FSSP 30-3009.1 for the Maintenance Response Notice.
B. Student Rooms

1. No room shall be entered without knocking then waiting a reasonable time for a response.  Knock firmly on the door several time and announce “maintenance.”  Wait for at least 20-30 seconds for a response.  Do this even if the door is open.
2. There are hearing impaired persons housed in residence halls.   
Their rooms are equipped with flashing lights activated by a doorbell type push-button next to the door.  Look for this bell before knocking.

3. If the resident answers:

a. identify yourself, explain your reason for being there and proceed to accomplish the task.

b. if there is a problem with the resident, try to work out a solution for completing the task.  If unable to work out a solution, leave, indicate the problem on the work order and advise your supervisor.

c. if the resident informs you that other repairs are needed

i. if you can quickly make the repair with tools, materials and personnel on hand, do so, and document the work on the work order.

ii. if not, ask the resident to call the Campus Living maintenance hotline (328-4997) to generate a work order for a follow-up visit.

d. if the resident is not present when you finish, lock the door upon leaving.  Check to make sure the door is locked.

4. If no one answers:

a. Repeat the knock, announcing “maintenance” and waiting 20-30 seconds. 

b. Enter the room again announcing “maintenance.”

IMPORTANT:  If you detect that there is a resident present, exit (closing the door behind you) and begin repeating the process until you get an answer, then proceed as in 2 above.
c. Complete the task.

d. Always lock the door and check that it locked upon leaving.  If the door was unlocked when you arrived, note it on the work order and the Maintenance Response Notice.

C. Staff Apartments

1. Staff apartments shall not be entered unless the resident is present or permission is received from Campus Living and a Campus Living escort is present.

2. Work orders will contain the name and phone number of the resident.  If not the Facilities Service Center will contact Campus Living for that information.

3. Scheduling

a. When a work order is received in the shop, plan a time to do the work.  If the work order specifies a time, and it can be reasonably accommodated, use that.  Try to have some alternative times.

b. The supervisor should make one attempt to contact the resident to arrange a schedule.  If you get an answering machine or voice mail, state you are calling about work order # ____ to do the work requested and the Facilities Service Center will be in contact to schedule a time.

c. Contact the Facilities Service Center with the proposed schedule, propose an alternative if possible.  Do this as soon as possible after leaving the message for the resident.

d. The Facilities Service Center will call the resident as soon as possible and will work with the resident and the shop to finalize a schedule.  If contact is not made with the resident within 24 hours, contact Campus Living.  Keep the supervisor updated.

4. Arrive promptly at the apartment at the scheduled time, knock firmly on the door several times and announce “maintenance.”  Repeat if no response.  If still no response, contact, by radio, the Facilities Service Center who will contact Campus Living and advise you how to proceed.

5. Should an emergency need arise to enter an apartment contact the Facilities Service Center during regular working hours and ECU Police Department during off hours.  They will contact Campus Living.

D. Common Bathroom Areas

1. Same-sex bathroom (e.g. male employee entering men’s bathroom)

a. Knock firmly on the door several times and announce            “maintenance.”

b. Wait 5 to 10 seconds and enter, again announcing “maintenance.”

c. If anyone is present, explain your reason for being there and proceed to accomplish the task.

2. Opposite-sex bathrooms (e.g. male employee entering women’s   bathroom)

a. Knock firmly on the door several times and announce           “maintenance.”  Wait at least 20-30 seconds for a response.

b. If an occupant answers do not enter.  Wait till the occupant leaves.

c. If no one answers, repeat the knock and announcement.  Enter the room again announcing “maintenance.”  IMPORTANT:  If you detect there is an occupant, exit immediately.
d. If anyone enters while you are working make sure they are aware of your presence, explain why you are there, and proceed with your work.
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