








I. GENERAL

All keys issued to Housekeeping Services on the Health Sciences Campus are for use only in the completion of the Housekeeping Services employees’ assigned duties on the Health Sciences Campus.  These keys are the property of East Carolina University.  Keys are not to be taken off of ECU campus.  Keys are provided for the exclusive use of Housekeeping Services and Housekeeping Services employees(s) to which they are assigned and will not be released for use by others. 

II. PURPOSE

The purpose of this FSSP is to define the procedure for the control and issuing of keys required by Housekeeping Services for the performance of their duties on the Health Sciences Campus.      

III. PROCEDURES

A. Housekeeping Services 
1. Key(s) and key sets will be kept in secure Key Boxes located in the Housekeeping Services offices at the affected buildings (i.e. Brody and Health Sciences Building).
2. The Key Boxes will be locked at all times.  

3. The Housekeeping Manager and the designated Housekeeping Supervisor and selected designee will be the only individuals who have keys to the Key Boxes.

4. Initial issue and issue of replacement keys shall follow the Key and Lock Maintenance Health Sciences Campus policy, FSSP 30-3024.  All keys will be issued to the Housekeeping Services Manager. 
5. Housekeeping Services Supervisor

a. At the start of each shift, the Housekeeping Services Supervisor shall issue key(s) required by each Housekeeping Services employee and ensure that the employee signs-out the key(s) utilizing the Key Log Sheet.

b. If a Housekeeping Services employee reports losing a key(s), the Housekeeping Services Supervisor shall determine the areas affected by the missing key and immediately notify the Housekeeping Services Manager, the Director of Housekeeping Services, and the Director of Facilities Maintenance.
c. Disciplinary action may be taken for any lost key(s).  

d. Housekeeping Services Supervisor will not allow anyone from another department to check out a key. 

e. At the end of each shift, the Housekeeping Services Supervisor or selected designee shall verify that each Housekeeping Services employee returns the keys issued at the beginning of the shift and that the employee signs-in the key(s) utilizing the Key Log Sheet.

f. If any of the keys are not returned at the end of a shift, the Housekeeping Services Supervisor or selected designee shall determine the areas affected by the missing key and immediately notify the Housekeeping Services Manager, the Director of Housekeeping Services, and  Director of Facilities Maintenance.
g. The Housekeeping Services Supervisor or selected designee shall make a note on the Key Log Sheet regarding contacting the Housekeeping Services Manager, the Director of Housekeeping Services, and Director of Facilities Maintenance and the direction from the Housekeeping Services Manager regarding replacement. 
h. The Housekeeping Services Supervisor will keep the completed Key Log Sheets on file for future reference.  

6. Housekeeping Services Manager

a. The Housekeeping Manager shall inventory all keys issued to Housekeeping Services monthly.  This monthly inventory will be triggered and documented through the PM system. 
b. During the inventory of the key(s) the Housekeeping Manager shall insure that each key issued is present, that the identification tag or stamp is legible, and that the tamper proof key ring is still in good condition.  If the key ring needs to be replace it shall be done so immediately.  
c. If a key is missing, the Housekeeping Services Manager shall determine the areas affected by the missing key and immediately notify the Director of Facilities Maintenance and the Director of Housekeeping Services.
d. If a key is missing, the Housekeeping Services Manager shall investigate the last sign-out of the missing key on the Key Log Sheets to determine if procedures were followed and if disciplinary action is appropriate.  
e. The Housekeeping Services Manager shall notify the Housekeeping Services Supervisor regarding the replacement of the missing key with or without re-keying and note it on the Key Log Sheet.
7. Director of Housekeeping Services

a. If a key is reported missing, the Director of Housekeeping Services shall investigate the last sign-out of the missing key on the Key Log Sheets to determine if procedures were followed and if disciplinary action is appropriate.
b. The Director of Housekeeping Services shall notify the Housekeeping Services Manager regarding the replacement of the missing key with or without re-keying.  

B. Facilities Maintenance 
1. Issue of replacement keys shall follow the Key and Lock Maintenance Health Sciences Campus policy, FSSP 30-3024.  All keys will be issued to the Housekeeping Services Manager. 
2. Facilities Maintenance Locksmith Shop (Locksmith Shop)
a. The Facilities Maintenance Locksmith Shop (Locksmith Shop) shall inventory all keys issued to Housekeeping Services annually.  This annual inventory will be triggered and documented through the PM system. 
b. During the inventory of the keys, the Locksmith Shop shall insure that each key issued is present, that the identification tag or stamp is legible, and that the tamper proof key ring is still in good condition.  If the key ring needs to be replace it shall be done so immediately.  
c. If a key is missing, the Locksmith Shop shall determine the areas affected by the missing key and immediately notify the Director of Facilities Maintenance and the Director of Housekeeping Services.
3. Director of Facilities Maintenance

a. If a key is reported missing, the Director of Facilities Maintenance shall consider the areas affected by the missing key and determine if re-keying shall be necessary to maintain security.  
b. If necessary, the Director of Facilities Maintenance shall notify the Dean(s)/Director(s) of the affected areas and advise regarding re-keying to maintain security.   
c. Director of Facilities Maintenance shall notify the Director of Housekeeping Services if re-keying shall be necessary to maintain security or if the keys may be replaced without re-keying.
d. Director of Facilities Maintenance or his/her designee shall initiate a work order with the Locksmith Shop to re-key the lock or replace the missing key without re-keying.
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