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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

KEYS

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
Employees of the college shall be issued keys to buildings and equipment 
necessary to conduct job functions.

2.00
SPECIFIC STATEMENTS

2.01
Keys may be requested by utilizing the Maintenance Request form on the portal.
2.02
Keys shall not be loaned to students or non-employees of the college.  Employees may check out keys to authorized vendors, but keys must be returned.
2.03
Automobile keys are kept by the vehicle coordinator.  Automobile keys will be 
issued only after a proper request has been completed and vehicle assigned.  
2.04
Loss of any key shall be reported to the Vice President for Finance and Operations immediately.

3.00
PROCEDURES

3.01
All key requests should be made on the Maintenance Request form on the portal.

3.02
New hires will be issued keys by request of their immediate supervisor.

3.03
Replacement or additional key requests should be made to the Vice President for Finance and Operations. 

3.04
The Director of Physical Plant will issue keys based on Vice President for Finance and Operations approval.

3.05
Director of Physical Plant maintains key inventory.

Adopted:  1980
Revised:   1997

Revised:   2018
  





                    III-C-1.2

