
POLICY #5.17  
SUBJECT: Campus Keys and Electronic Access 

I. PURPOSE

The purpose of this Policy is to provide policy for key control, electronic access control, 
and the issuing and record keeping for University keys and building access. 

II. REFERENCES

A. Utah Code § 63A-5b-1103 Making keys to buildings of state, political
subdivisions, or colleges and universities without permission prohibited

III. DEFINITIONS

N/A 

IV. POLICY

A. Keys and Electronic Keys
1. All University keys will be cut, issued, and controlled by the University

Lock Shop. Duplication of University keys, other than by the Lock
Shop, is strictly prohibited by this Policy and Utah state law.

2. The use of any University-issued key/electronic key is the
responsibility of the employee to which the key is issued.
Building/office keys and electronic keys will not be issued to
students. On occasion, students in their capacity as employees, will
be assigned keys by a full-time employee, or provided access to keys.
In this case, the full-time employee retains full responsibility for
those keys and the appropriate use of any keys issued.

3. All keys and electronic keys must be returned upon termination of
employment or if the key/electronic key is no longer needed. Upon
termination of employment, the departing employees must return all
keys/electronic keys to the Human Resources Office.

B. Security
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https://le.utah.gov/xcode/Title63A/Chapter5B/63A-5b-S1103.html
https://le.utah.gov/xcode/Title63A/Chapter5B/63A-5b-S1103.html


1.​ Any lock or access control system to be installed, removed, or 
changed will be approved and completed by the Lock Shop. 

2.​ All areas of a building must be keyed to a master key system of the 
University. Exceptions will require written approval by the Lock Shop 
with a signature from the President, Provost, or Vice President over 
that area. 

3.​ Security of University facilities and safety regulations will take 
priority over individual desires for access or convenience. 

C.​ Lost or Stolen Keys​
​
Lost or stolen keys or electronic keys must be reported within 24 hours to the 
Lock Shop. Individuals may also be required to file an incident report with SUU 
Police. 

 

V. RELEVANT FORMS/LINKS 

N/A 
 

VI. QUESTIONS/RESPONSIBLE OFFICE 

The responsible office for this Policy is the Vice President for Operations. For questions 
about this Policy, contact Facilities Management. 

 

VII. POLICY ADOPTION AND AMENDMENT DATES 

Date Approved: November 2, 1990 

Amended: June 25, 2004; January 13, 2012; February 1, 2013; December 4, 2014 
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https://www.suu.edu/operations/index.html
https://www.suu.edu/ad/facilities/index.html
https://www.suu.edu/policies/old/05/p517-2004-06-25.pdf
https://www.suu.edu/policies/old/05/p517-2012-01-13.pdf
https://www.suu.edu/policies/old/05/p517-2013-02-01.pdf
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