GUIDELINES FOR KEYS

ISSUING KEYS

1.  All employees will be issued a key(s) to their office and/or work area, as needed, and/or keys to the outside of the appropriate building.

2.  Keys will be issued only on the basis of the completed request form, having the signature of the departmental chairperson or immediate supervisor, and a designated administrator.

3.  Keys will be issued and signed for at the Plant Operations Office by the person requesting the key(s). 

LOST KEYS

Replacement keys must be requested in the same manner as original keys.

RETURNING KEYS
1.  Keys shall be returned to the PLANT OPERATIONS OFFICE at the end of the school year or termination of employment.  Only the person to whom the key(s) were originally issued is to return the key(s).

2.  The designated administrator will inform faculty/staff persons when to return keys.  If faculty/staff keys are not returned when requested, paychecks may be withheld.

CAUTION

1.  Keys are to be used ONLY by the person to whom the keys have been issued; do not loan your keys to other persons.  ALL KEYS ARE PROPERTY OF  McPHERSON COLLEGE.  IT IS UNLAWFUL TO HAVE KEYS DUPLICATED.
2.  Do not pass keys to another person when a key is no longer needed.  You are expected to return all keys to the Plant Operations Office.

