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KEY/PROX ACCESS POLICY

POLICY 

Plant Operations personnel will issue keys or prox access only to those persons who have need of a key or prox access to enter a specific area upon receipt of authorization from their Director and the access area Director. 
The key or prox access issued will only open specified doors.

ELIGIBILITY

ALL STAFF

PROCEDURE

KEYS

Employees who receive keys will sign for them at the time of issue. When employee terminates, changes position or working location and no longer requires the use of a specific key, that key will be returned to Plant Operations and the name of the person to whom the key was issued will be removed from the sign out sheet.
If an employee loses a departmental key, the loss needs to be reported to their director immediately.
Requests for locks to be changed must be made by the Director of the department and approved by their Vice President. 

PROX ACCESS


   Prox Access is for use by authorized Medical Staff and employees who need access to secured    areas/departments within the facility.
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