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Purpose 

To establish procedures governing the maintenance of access to facilities while safeguarding the personal safety and 
protecting the physical assets of students, faculty, and staff, protecting the property of Louisiana State University, and 
avoiding potentially significant costs due to theft, vandalism, or excessive rekeying of locks. The responsibility for 
developing and implementing key control procedures is with the Office of Facility Services. The systematic control of 
locks, keys and card access cards is one of the most important components of any safety program. Without proper key 
control, locks provide little deterrence to illegal or unauthorized entry into a facility. Successful lock and key control 
require the cooperation and efforts of several parties, including: 

Facility Services-Designs and maintains the integrity of the system. LSU Police Department-Provides oversight. 

Departments-Safeguards facilities under their use by maintaining proper key assignment policies and security systems 
and being financially responsible for the cost of rekeying and replacing lost keys. 

Individual faculty, staff, and students-Safeguards assigned keys from loss or theft and report these occurrences 
immediately. 

These procedures apply to all facilities on the Louisiana State University campus and remote locations. 

Key Types 

1 Keys that require signatures from Building Coordinator 
a. Entrance Key – key to the building entrance door(s) 
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Charges for replacement of key, rekeying or emergency callouts may be assessed to a department. 
12 Change keys may be issued to visiting scholars with a FAMIS work order and key request. No master or submaster 

will be issued to visiting scholars. 
13 Keys shall not be loaned, borrowed, or transferred to another individual without property authority and 

documen



REV 03.2024 



REV 03.2024 

will re-pin and install the cylinders. The keys will be delivered to Customer Service Center, and they will inform 
the requester that their keys are ready to be picked up. Once the key has reached the Customer Services Center 
the requester has three months to pick up the key before it is returned to the lock shop. 

Emergency Keys 

1 OFS maintains a key box containing building keys in the Customer Service Center for use by OFS and other 
service personnel to access buildings after hours. Keys may be checked out by qualified personnel and must be 
returned the same day they are checked out. 

2  LSUPD and OFS locksmiths have a master building key ring which provides access to all campus buildings. In 
case of an emergency, LSUPD will respond and if necessary, the locksmith on-call can also respond. 

Key Request Procedures 

1 This form shall be filled out electronically (typed) in the fillable PDF file. A handwritten form will not be 
accepted. 

2 All Key Requestor Information is to be filled out; an incomplete form will not be accepted. 
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	Policies
	1 Keys are and always remain the property of Louisiana State University.
	2 Faculty and staff can request submaster, master, change keys and entry keys.
	3 Graduate students may only request change keys or entry keys. Undergrad students are prohibited from requesting keys.
	4 Individuals are only allowed 1 issuance of a particular key; no spare keys or duplicates are allowed.
	5 Faculty and staff members will be issued keys consistent with job responsibilities, actual need and the approval of the Department Head or Dean.
	6 Graduate students will be issued keys consistent with their job responsibilities, actual need and the approval of the Department Head or Dean.
	7 Mechanical Room keys will only be issued to Facility Services staff members.

	Responsibilities
	1 Facility Services
	2 Departments
	a. Appointing a Building Coordinator who will determine who requires keys, the access required, and authorizes requests for issuance of keys after3 0.0]/S/Ge2ar


	Human Resource Management
	1 Sending notices of employee separation to the Facility Services Lock Shop in a timely manner.

	Residential Life
	1 Due to the volume and frequency of turnover handled by this department, they are responsible for establishing detailed procedures for the issuance, distribution, replacement and return of keys. These procedures and any changes to them must be approv...

	Key Check-out Procedures
	1 The lock shop will maintain a master key ring for all buildings and OFS equipment. The lock shop will check out a key ring to qualified individuals and maintain a log that documents date of check-out, specific key rings checked out and the name of t...
	2 Qualified individuals include

	Unlocking Doors Procedures
	1 No Facility Services employee will unlock a door for any person. If a person is locked out of a room, they must contact their Building Coordinator to regain access.

	Key Duplication Procedures
	1 At no time will the lock shop make duplicate key(s) without a work order authorizing the work.

	Changing Locks / Re-pinning Lock Cylinders (Chargeable)
	1 To ensure that Emergency personnel have access to all LSU property, LSU uses proprietary lock systems and prohibits anyone other than OFS lock shop personnel to change a lock, duplicate keys, re-pin cylinders or add pad locks to doors and gates.

	Emergency Keys
	1 OFS maintains a key box containing building keys in the Customer Service Center for use by OFS and other service personnel to access buildings after hours. Keys may be checked out by qualified personnel and must be returned the same day they are che...
	2  LSUPD and OFS locksmiths have a master building key ring which provides access to all campus buildings. In case of an emergency, LSUPD will respond and if necessary, the locksmith on-call can also respond.

	Key Request Procedures
	1 This form shall be filled out electronically (typed) in the fillable PDF file. A handwritten form will not be accepted.

	Key Transfer Procedures
	1 Key Transfers will only be processed with a filled-out key transfer form sent directly to the Lock Shop Manager. If this cannot be done, keys will have to be returned and purchased again for keys to change hands between employees. See the following ...
	2 Transfer employees will have to come in person and present their LSU ID and sign for the key.

	Key Return Procedures
	1 Fill out a Key Return Form and affix the key in an envelope to the completed form. The form and key will be returned to the Front Office (CSC) at Facility Services. A key return can be completed by anyone.

	Key Error Procedures
	1 In the case of a non-functional key, please instruct the key holder (the person who has been issued the key) to return the incorrect key to the Facility Services Front Desk (CSC). The CSC will then put the key in an envelope with the key holder’s na...

	Lost / Stolen Keys Procedures
	1 Lost/Stolen keys must be reported immediately to the front desk of Facility Services and LSU PD as soon as it is discovered that the key is missing.
	2 A new Key Request form will have to be filled out to reissue the key. See Key Request Form Procedure.




