[image: ]Health Sciences Services

Health Sciences Key Checkout Policy

	Policy Number:
	005

	HSS Unit:
	Health Sciences Building Management

	Effective Date:
	10/24/2025

	Approved:
	Sarah Woodall, Building Manager



I. Purpose
This policy establishes key checkout guidelines for Health Sciences keys.

II. Scope
[bookmark: _Int_3qe47BNw]This policy applies to all UW personnel who check out keys from Health Sciences Building Management. 

III. Definitions
Master key: a high security key that opens most or all rooms belonging to a specific department.

IV. Policy Statement 
HS Building Management provides keys for temporary check out to UW affiliates. Keys may be borrowed from HS Building Management with proper intent and identification. Key checkout requests must be made in advance through the HS Building Management website. Requestors must present their Husky Card when picking up a key.

[bookmark: _Int_8H9z4Fn0]Most keys in HS Building Management stock are master keys. Master key checkouts are limited to one day of use only. Special use classroom keys may be checked out for up to a week. Keys that open standard classrooms and teaching labs may be checked out for longer, up to the length of a quarter. Longer-term key checkouts for projects require advance notice and regular check-ins with HS Building Management while the keys are issued out. 

[bookmark: _Int_vKYmCKYv][bookmark: _Int_qgIgJbHM][bookmark: _Int_k0sN8iU8]Requestors are responsible for the keys that have been checked out to them. If someone besides the requestor needs to use the keys, alternate contact information must be provided. The requestor is the primary contact for the checkout even if an alternate contact is listed. The primary contact is responsible for adhering to the checkout policies and will be considered the responsible party if a key is missing or lost.

HS Building Management may require authorization from the department which manages the key series being checked out. HS Building Management will contact the department for approval if necessary.

Checked out keys must be returned by the specified due date. If a key is not returned by the due date, we will contact the requestor by email. Failure to return a key promptly may result in a notification to management or restriction from checking out keys in the future. If further escalation is needed, we may halt services for the requestor’s department.

Checked out keys should never be left unattended while in use. This includes leaving keys inside vehicles or carts while conducting work. When not in use, checked out keys should be stored in a secure campus location. Checked out keys may not be taken off the Seattle campus. If multiple keys are needed, keys may be issued on a locking ring with a ring clip. The clip should be used to attach the ring to your person while using the keys. Do not leave key rings attached to carts or other equipment when not in use.

[bookmark: _Int_SRWW5tbb][bookmark: _Int_cbuZVQ4c]If a checked-out key is missing or damaged, you must notify HS Building Management immediately. A missing key is considered lost after 72 hours of being unaccounted for. Lost or stolen keys must also be reported to the UW Police Department. HS Building Management will notify the manager of the primary contact and the department who manages the key series about the lost key. A meeting may be held between the borrowing parties, the affected parties, HS Building Management, and other campus parties such as the Lock Shop or UW Police Department to assess risk surrounding the lost key.

Requestors may be held responsible for damage associated with lost keys, including replacing key copies or rekeying rooms. HS Building Management may require that a rekey occurs depending on the circumstances under which the key went missing. HS Building Management will offer guidance and recommend a course of action in specific cases. 
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