








I. GENERAL

The Boiler Operators shall be responsible for the safekeeping and issuance of the master keys to Main Campus Utilities Services personnel that require them to gain access to the following campus buildings:

Cotanche Building –209 Cotanche Street

Dowdy-Ficklen Stadium concessions

Fletcher Residence Hall south basement storage

The Galley – Jones Residence Hall 

Greenville Center – 2200 S Charles Blvd

Joyner Library

Mendenhall

Minges pool area

Building 159 (Quixote) – 319 S Cotanche Street

Ragsdale Annex

Rawl Building

Scales Field House

Science and Technology Building 

Student Health Center

Student Recreation Center

Warehouse south wing

II. PURPOSE

The purpose of this FSSP is to detail the issuance and accountability of the three (3) master key rings for use by Main Campus Utilities Services personnel.

III. PROCEDURES
When any Main Campus Utilities Services personnel needs access to any of the listed campus buildings, they shall check the master key ring out through the Boiler Operator on watch using a logbook noting date, time, building to be accessed, person signing the master key ring out, and signature of the Boiler Operator issuing the master key ring.  Once the work is done, the master key ring shall be returned to the Boiler Operator who shall record the return of the master key ring in the logbook.  

If the master key ring is needed beyond a 24-hour period after issuance of the master key ring, the master key ring checkout shall be renewed.  The time, date, and person checking the master key ring out along with the signature of the Boiler Operator checking the master key ring back in shall be recorded in the log book.  

At the end and beginning of each Boiler Operator shift, the outgoing and incoming Boiler Operator shall inventory the master key rings and note how many are on hand and both sign the logbook.  Weekly, the Steam Plant Supervisor shall conduct an audit of the master key ring inventory to ensure all master keys are accounted for.  The audit shall be noted in the logbook.  

When steam shutdowns are scheduled and no boiler operators are on watch, each Utilities Services shop will be issued one set of master keys for use during the normal workday.  During this time, each Utilities Services shop supervisor shall be responsible and accountable for checking the master key ring in/out and ensuring the master key ring is delivered to and picked up from the ECU Police at the beginning and end of each workday. After hours, on the weekend, and on holidays, the ECU Police shall issue the master key ring during steam shutdowns when no boiler operators are on watch.  
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