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PURPOSE

To ensure the safety, security, and efficient operation of all facilities by requiring advance notice for security requests and door locking schedule changes outside normal business hours.
SCOPE
Applies to all faculty, staff, and authorized personnel at all locations including Advanced Technical Center, Culinary Institute, Caperton Center / Vet Tech Facility, Robert C. Byrd Aviation Center, and any other Pierpont facilities.
POLICY
Policy Statement:
Requests for security services outside standard business hours must be submitted at least 14 calendar days in advance. Request for the locking and unlocking of doors when security is not required must be within 7 calendar days.  

Exceptions:

It is understood that there will be incidents that will arise out of necessity when the required advance notices will not be possible.  These will be approved or denied on a case-by-case basis.    

Submitting the form does not guarantee the request will be fulfilled based on all factors at that time.  The Manager of Safety, Security and Facilities or their designee will attempt to meet all requests, but they are not guaranteed.    
Approval Authority:
Requests must be approved by the Requesting Department Supervisor / Manager prior to submission. 

Final approval or denial is granted by the Manager of Safety, Security and Facilities.

Submission Process: 

The Security and Lock Change form can be found at: www.Pierpont.edu/about/safety-security.
Once the form is completed and signed off by the department’s supervisor, it is to be emailed to the Manger of Safety, Security and Facilities.  

The Manager of Safety, Security and Facilities will then make the make the final decision and notify the requestor and the supervisor on the final decision via their Pierpont email.  
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