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KEY APPLICATION
	1)    This section to be completed by Key Applicant


Surname:__________________ Given Name:_____________ Staff No:_________ Position Title:______________
Faculty/Centre:___________________________ School/Business Unit:___________________________________

Contact Phone:  (W)_______________________(H)_____________________ Mobile:_______________________
Reason for Requiring Key: ______________________________________________________________________
___________________________________________________________________________________________

___________________________________________________________________________________________
	Campus
	Building
	Room Number
	Key Number
	Room Type

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


KEY HOLDERS RESPONSIBILITIES ARE:

1. All key holders (including all casual staff), must return keys to the Facilities Management Office when employment/contract ceases by completing a Staff Clearance form.

2. Under NO circumstances must keys issued be handed to another person.

3. Master Keys, Sub Master Keys and Services Keys are to be kept in a secure locked cabinet that has been approved by Facilities Management Office. These key types are not to be taken off campus.

4. If the key is lost, damaged or stolen it must be reported to the Facilities Management Office immediately.

5. Master, Sub Master or Service Keys that are issued then are lost, will jeopardise the security of ECU assets and of the building itself. Should one of these keys be lost the Manager Security and Traffic Services may recommend re-keying the affected floor, section or building in order to maintain the integrity of the security. The cost of this exercise will rest with the related Faculty/Centre as custodian of the key.
In conjunction with this application I have viewed and understood the ECU Key Management Policy.

I understand and will comply with the above responsibilities.

Signature:________________________________________________    Date:___________________________
	2)   This Section to be completed by the Authorised Approver

	· Please refer to Key Holder Authorisation List on page 2 of this document

· Costs incurred to provide keys will be automatically debited to the cost centre below
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	Project
	.
	Cost Centre
	.
	Account
	.
	Activity
	.
	Location
	.
	Company


a)             Tick if Move Manager received/approved (attach copy) or

b) Name:__________________________Title:________________________Signature:____________________
	Office Use Only:   Key Register form to be completed by FMO staff when issuing keys


	KEY HOLDER AUTHORISATION LIST

	TYPE OF KEY
	ELIGIBILITY TO CARRY
	RESPONSIBILITY TO AUTHORISE

	GRAND MASTER KEY (GMK) Abloy System

(GMK) Lockwood System

GMK for a campus (remains on campus in a secured locked cabinet)
	· Manager Campus Facilities 

· Buildings and Services Staff 

· Campus Head Cleaner  

· Manager Security and Traffic Services

· Fire Brigade
	· Manager Campus Services

· Manager Planning and Development

· Manager Security and Traffic Services 



	INTERNAL MASTER KEY (MK) – Lockwood System

INTERNAL/EXTERNAL MASTER KEY 

(MK) – Abloy System

(MK) for each building (remains on campus in a secure locked box).
	· Manager Campus Facilities 

· Buildings and Services Staff

· Manager Security and Traffic Services

· Campus Head Cleaner

· WAAPA for Mount Lawley Building 1

· Senior Administrative Officers and Administrative Officers 
	

	SUB MASTER KEY 

(SMK) – Abloy System

(SMK) - Lockwood

SMK for a designated floor or section of a floor (remains on campus in a secure locked box).
	· Faculties and Centres - Senior Administration Assistants 
	

	MASTER SERVICE KEY

MKS - Lockwood System

MKAS - Abloy  System

to access service (infrastructure) areas on all sites.

	· Building and Services Staff Maintenance 

· Manager Security and Traffic Services

· (Service #All) Campus Security Officer 

· Telecommunications Technician (KITSC)
	

	S3 (Lockwood system)

AS3 (Abloy system)
	· Contract cleaners
	Campus Facilities Manager

	GENERAL DOOR KEYS
	· Staff Member’s Office

· General Rooms

· Other staff’s office

· General Teaching Areas

· Faculty/School specific Teaching areas

· Student Labs     
	· Move Manager (if unavailable – Faculty Manager/Centre Director and Planning & Development)

· Administration Officer or higher

· Occupier or Head of School or 

· Head of Department

· FMO/Security

· Head of School

· Technical Staff
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