AFTER-HOURS BUILDING ACCESS

While Building Managers establish their buildings schedule via S2 or the Building Management
System, there will still be instances in which members of the Andrews Community request access
to buildings outside of scheduled building hours.

Campus Safety will allow unescorted after-hours building access to



Science Complex
Harrigan Hall
Marsh Hall
Hamel Hall
Agriculture
Smith Hall

Request for unlocks- The office of Campus Safety is responsible for making sure all buildings on
campus are secure. In the event that someone requests that a building be unlocked the following
steps should be taken:

If the building requested to be opened is on the building schedule, then open it.
If the building requested to be opened is not on the building schedule then:
o Identify if the individual is:
A Building Manager for that building.
A University employee who works in that building.
Or none of the above.
o0 Take the following action based on the individual:
A Building Manager for that building.
Open the building.
A University employee who works in that building.
Open the building if they are present (they forgot their key).
If they are not present then a Building Manager authorization is
needed.
Or none of the above.
Inform them that they need to contact a Building Manager.
The names of the Building Managers may be given to the
individual, but
personal contact information will not.

o |If there is some special circumstance where Officers believe that it is in the
best interest of this Office and the University that the building be opened
outside of this protocol, then Officers are to notify their Lieutenant to request
assistance:

Wherein the Lieutenant authorizes the Officer to contact the Building
Manager via their personal contact information or,
The Lieutenant authorizes the Officer to open the building.

Exemptions



