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(A) Purpose

The purpose of this policy isto provide for the appropriate access to university buildings for
academic and business operations by university faculty, staff, students, and visitors while ensuring
the control of keysfor the protection of university property and people.

(B) Responsihilities

(1) Department of public safety - ensure that academic and business buildings are open at appropriate
times; provide access to authorized persons during times when buildings are closed; and take other
actions such as patrolling the premises for the purpose of ensuring that university buildings are
secured.

(2) Department of facilities - administer a campus-wide lock/keying system, including distribution of

keys to employees and/or visitors as required, and maintain accurate records of key owners.

(3) Department of human resources - inform employees during new-hire on-boarding and at exit
interviews of employees obligations for the proper handling of assigned parking lot gate keys.
Human resources also is responsible for informing employees about their obligationsto follow
established procedures for acquiring, maintaining and returning building and assigned office/space
keysthat areissued to them.

(C) Building security
Accessto Shawnee state university buildings (owned and leased) for academic and business
purposes is permitted for faculty, staff, students, and authorized visitors as provided in and in

accordance with procedures designed for the physical protection of the buildings and their
occupants.
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(D) Building hours

The university will establish hours during which its buildings will typically be open in order to
provide access to students, faculty, staff and visitors for academic and business purposes.
Procedures will include enabling authorized persons access to buildings during off hours.

(E) Key control

To protect university property and people, procedures addressing the effective handling of the
issuance, usage, and return of keyswill be established.

(F) Procedures

The board of trustees authorizes the president to establish procedures to effectively implement this
policy.
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