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 Core is defined as the part of lock hardware that contains the locking 
mechanism for use of a hard key and that is removable without the 
disassembly of the entire lock hardware. 

 Contracted Vendor or Contractor is defined as a non-UAH entity that is 
temporarily employed by the University to provide a service; e.g. 
contracting company, fire system contractor, architect, etc. 

 Department Head is defined as the assistant vice president/associate 
vice president, dean, or research center director of a University 
department; e.g. AVP of Human resources, Dean of Graduate Studies, 
SMAP Director, etc.  

 Electronic Access Control Cardkey or Cardkey is defined as a card-
type device used to electronically unlock/lock a door for a pre-defined 
amount of time, i.e. by proximity, swiping, or inserting the cardkey 
onto/into the locking device. 

 Employee is defined as any University staff, faculty, or student who is 
employed by UAH. 

 Hard Key is defined as a metal notched device used for unlocking/locking 
a lock. 

 Hard Key Lock Change/Key Request Form is defined as a form 
submitted to Facilities and Operations either to 1) request to have the 
existing lock mechanism changed (to include physical replacement) 
making the current key inoperable and/or  2) request a key for a person 
previously not authorized for said key or for additional keys for use by a 
department and/or person. Upon completion, form is submitted to PPB, 
room 124.  (See §6.0 for submission process) 

 IT/Data Room Key is defined as a key that unlocks/locks doors that 
secure IT/Data rooms campus wide.  

 Key or Keys is defined as both manual “hard” key and electronic access 
control cardkey and hereby used interchangeably. 

o Building Master Key is defined as a key that unlocks/locks all locks 
within a building, excluding locks for areas of IT, high security, 
electrical, and mechanical rooms. 

o Campus Grand Master Key is defined as a key that unlocks/locks 
all locks of all campus buildings, both inner and outer locks, including 
locks for areas of IT, high security, electrical, and mechanical rooms.  

o Department Master Key is defined as a key that unlocks/locks all 
locks utilized by a department within a building. 

o Floor Master Key is defined as a key used by Custodial Services 
assigned to a specific floor within a building which unlocks/locks all 
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locks on that floor excluding locks for areas of IT, high security, 
electrical, mechanical rooms and specified labs.  

o Maintenance Master Key is defined as a key that opens and closes 
all locks of all buildings, both inner and outer locks, excluding areas 



 Policy  
06.06.13 

Page 4 of 9 
 

 

 

Key Replacement Costs 

Type of Key 
University 

Rate 

Individual Door Key $15 

Office Suite Key (1-4 doors)  $25 

Office Suite Key (5+ doors) $50 

Student/Apartment 
Room/Suite Door Key 

$25 

Department Master Key $100 

Floor Master Key  $100 

Building Master Key $150 

Mechanical/Electrical Room $150 

IT/Data Room Key $150 

Maintenance Master Key $250 
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 Notifying UAH Police Depart of an employee’s involuntary termination if 
cardkey needs deactivation prior to termination date (call 256-824-6596 
and email cardkey@uah.edu).  

 Determining if rekeying is to occur in the event that a key is lost or stolen 
(costs associated with the rekeying will be paid by the 
employee/department). 

 
Hard Key Holder: 

 Picking up keys from Facilities & Operations at PPB room 138. 

 Maintaining and securing keys issued to them.  

 Reporting lost or stolen keys to Department Head and UAH Police 
Department immediately (within 24 hours of discovery). Party should call 
256-824-6596 and will need to appear at the Police Department 
(Intermodal Facility) to complete a written report. 

 Paying any replacement fee resulting from loss or failure to return an 
assigned key. 

 Returning key(s) to Facilities at PPB room 124 as part of Employee 
Separation process. 

 
Cardkey Holder: 

 Maintaining and securing card issued to them. 

 Reporting lost or stolen keys to Department Head and UAH Police 
Department immediately (within 24 hours of discovery). Party should call 
256-824-6596 and will need to appear at the Police Department 
(Intermodal Facility) to complete a written report. 

 Returning key(s) to Facilities at PPB room 124 as part of Employee 
Separation process. 

 
Facilities & Operations: 

 Providing primary security of University buildings and facilities (UAH 
Police Department). 

 Providing primary approval authority for key requests. 

 Maintaining locks--manual and electronic-lock hardware (Locksmith 
Shop). 

 Inspecting university lock hardware routinely as part of a preventative 
maintenance process. 

 Recommending lock hardware replacement as a result of lock change 
requests, preventative maintenance, new installation, or upgrade. 

 Manufacturing and issuing hard keys (Locksmith Shop). 

 Generating and maintaining a record of hard keys manufactured and 
returned to include the name of include the names of individuals to whom 
the hard keys are issued (Locksmith Shop). 
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KEY ELIGIBILITY CRITERIA 

KEY TYPE 
ELIGIBLE KEY 

HOLDERS 
RESPONSIBLE TO 

AUTHORIZE 

Campus 
Grand 
Master 

 UAH Police Department 
Representative 

 Emergency Personnel 

President 
VP, Finance & 
Administration 
Chief of Police 
AVP, Facilities & 
Operations 

Maintenance 
Master 

 Appropriate Facilities 
Staff 

AVP, Facilities & 
Operations 

IT/Data 
Room 

 Appropriate Facilities 
Staff 

 Employees & students 
as needed to perform 
their duties 

CIO/Associate Provost 
AVP, Facilities & 
Operations 

Floor Master  Appropriate Custodial 
Worker(s) 

AVP, Facilities & 
Operations 

Building 
Master 

 Appropriate Facilities 
Staff 
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 Charger Card Office notifies Housing of requests for residence hall access 
and UAH Police Department of requests for after-hours access to any 
other building. 

 Housing and UAH Police Department grants access within 24-72 business 
hours of receipt of request.  

 These process are currently handled  by Housing or is an automated 
process handled by IT 

Vendor/Contractors 

 Keys needed by contractors or other non-University users must be 
authorized by Facilities & Operations, including authorized individual, firm 
name, and specific return date. All costs of key recovery or re-keying 
related to unreturned keys will be the responsibility of the firm to which the 
keys are issued, and final payment will not be made until the keys are 
cleared.  

 The individual to whom a key is issued is personally responsible for the 
use of said key until returned to Facilities & Operations. Individuals must 
personally sign for a key and shall not loan or transfer said key to another 
individual.  

 
Review The Facilities and Operations department is responsible for the review of this 

policy every five years (or whenever circumstances require).  
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