UC Davis College of Engineering

Engineering Dean’s Office

Standard Operating Procedure

Key Management
Policy
Any person who possesses a key must have a legitimate need for that key.   Demonstration of legitimate need for staff and faculty is either:

· Written or verbal authorization from either the Dean or the Assistant Dean for Administration and Finance,
OR

· Written or verbal authorization from the Unit Manager of the space in which access is allowed by the key,
AND

· Written authorization from the Engineering Dean’s Office EH&S Coordinator.


Undergraduate students, temporary employees, post-docs, and Visiting Scholars are not normally issued keys from the Engineering Dean’s Office.  Unit Managers who wish to issue keys to undergraduate students, temporary employees, post-docs, or Visiting Scholars must have the approval of either the Dean or the Assistant Dean for Administration and Finance.


Issuing Keys
1. Verify need as described above.

2. Verify identification if in doubt.

3. If the key recipient has never received keys from the Engineering Dean’s Office before, obtain a new Key Issue Form.  Ask the key recipient to complete the top portion of the Key Issue Form.  Underline the person’s last name if it is not obvious.

4. If the key recipient has received keys from the Engineering Dean’s Office before, retrieve their Key Issue Form in the files.

5. Retrieve the needed keys from the key cabinet.

6. Record the serial number, key number, and the date out for each key.

7. The key recipient reads, signs, and dates the Key Issue Form, and writes initials for each new key listed on the Key Issue Form.

8. Give the key recipient their new keys.

9. File the Key Issue Form in the file cabinet, sorted alphabetically by last name.

10. Open the Key Database, and if the person is a new recipient, make a new record and fill in the needed information on the record from the Key Issue Form.  If the person has received keys before, search for the person’s record and add the new key information to the record.

Returning Keys
1. Retrieve the Key Issue Form for the person from the file.
2. Record the date returned for each key.

3. The Key Coordinator signs the form in the space for each returned key.

4. If all keys are returned that have been issued from the Engineering Dean’s Office to the person, record the date “closed” on the bottom of the Key Issue Form.

Lost Keys
If a person reports a key as lost or stolen, then


1. Ask the person if identification or information was also lost or stolen that would allow someone to determine the rooms opened by the lost or stolen key.  If that is the case, report the lost keys to the campus Police Department immediately.  

2. Retrieve the Key Issue Form for the person from the file.

3. Record the date lost for each lost or stolen key.  

4. The Key Coordinator signs the form in the space for each lost or stolen key.

5. If all key were lost that had been issued to the person by the Engineering Dean’s Office, and the person does not want replacement keys, then record the date “closed” on the bottom of the Key Issue Form.
6. If the person wants replacement keys, follow the Issuing Keys procedure above.

7. Keys that are lost must be reported to UCD Police using a Lost Key Report (http://manuals.ucdavis.edu/ppm/360/360-50c.pdf).  When a Lost Key Report is sent to UCD Police, note the date of the report on the bottom of the Key Issue Form.

8. Loss of Master and Sub-Master keys should be reported to the Assistant Dean for Administration and Finance.

Returning Unneeded Keys to Key Control Manager


1. If a key series is no longer needed by the Engineering Dean’s Office due to re-keying of doors, redeployment of space, or renovation, then request key return from all persons who have keys from that series.


2. When all keys have been returned, remove the key listing from the Key Database.


3. Return the keys to Facilities O&M Key Control Manager along with a Key Return Form (http://manuals.ucdavis.edu/ppm/360/360-50b.pdf ).

