
CSULB Security Key Box Policy/Electronic Lock access 

(updated 6/22/2012)  

University personnel, students and licensed contractors have a need to access workspaces appropriate to their position, work or 

project area of responsibility. As such, they will have access to a key or keys and/or electronic combination locks that allow access 

to those spaces. It is everyone’s responsibility to maintain those keys and/or codes in a manner that does not compromise 

security of the facilities. Common sense must be used to make sure this happens. Do not leave keys sitting on machines, hanging 

in door locks, in vehicle ignitions or left in other building areas unattended. Do not write down pin numbers for the key boxes or 

locks where others could access that information. There are typically many people moving through the campus buildings and 

unattended keys are a risk. If a key or key ring is lost, or you think someone other than you knows your pin number report it 

immediately to your Supervisor, Manager, Project Manager or Facilities Coordinator who in turn will report it to the CSULB Lock 

Shop and University Police. Codes can be changed if needed. If the key(s) cannot be found, the individual who last checked the 

key out may be responsible for lost keys fines and/or the cost of rekeying the facility or facilities impacted by the lost keys to 

regain security. Or the department or contractor will assume responsibility to 

return all assigned keys daily to the Key Boxes. 

To safeguard these keys, we employ several ͞^ĞĐƵƌŝƚǇ�Key �ŽǆĞƐ͟ located throughout campus to which the following rules apply ʹ 

1. To give an individual access to the Key Tag(s) within a Security Key Box, and/or an electronic lock the appropriate Supervisor, 

Manager, Facilities or Project Manager must send an e-mail request or work request to Key Issue. The request should contain: 

a. /ŶĚŝǀŝĚƵĂů͛Ɛ full name and contact information (email address and phone included) 

b. Status (Student, Staff, Faculty, Volunteer, Contractor) 

c. Department or company requesting access 

d. Contact name and extension of requestor 

e. CSULB University ID number or Contract Number if applicable. 

f. Tag set # and/or Time Zone (if known) 

g. Building and room number(s) or lock number(s) of the areas needed for access. 

h. The expected date of project end or other ending date for key access. 

2. When you sign the responsibility agreement below, you will receive a 6 digit pin number and instructions on how to remove 

Key Tag(s) and lock it back into the box properly and/or enter it into an electronic lock. All pin numbers are assigned to an 

individual. Do not give your pin number to anyone else! 

3. If






Accessibility Report



		Filename: 

		CSULBSecurityKeyBoxPolicy_final.pdf






		Report created by: 

		LAT


		Organization: 

		





 [Personal and organization information from the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.



		Needs manual check: 2


		Passed manually: 0


		Failed manually: 0


		Skipped: 1


		Passed: 29


		Failed: 0





Detailed Report



		Document




		Rule Name		Status		Description


		Accessibility permission flag		Passed		Accessibility permission flag must be set


		Image-only PDF		Passed		Document is not image-only PDF


		Tagged PDF		Passed		Document is tagged PDF


		Logical Reading Order		Needs manual check		Document structure provides a logical reading order


		Primary language		Passed		Text language is specified


		Title		Passed		Document title is showing in title bar


		Bookmarks		Passed		Bookmarks are present in large documents


		Color contrast		Needs manual check		Document has appropriate color contrast


		Page Content




		Rule Name		Status		Description


		Tagged content		Passed		All page content is tagged


		Tagged annotations		Passed		All annotations are tagged


		Tab order		Passed		Tab order is consistent with structure order


		Character encoding		Passed		Reliable character encoding is provided


		Tagged multimedia		Passed		All multimedia objects are tagged


		Screen flicker		Passed		Page will not cause screen flicker


		Scripts		Passed		No inaccessible scripts


		Timed responses		Passed		Page does not require timed responses


		Navigation links		Passed		Navigation links are not repetitive


		Forms




		Rule Name		Status		Description


		Tagged form fields		Passed		All form fields are tagged


		Field descriptions		Passed		All form fields have description


		Alternate Text




		Rule Name		Status		Description


		Figures alternate text		Passed		Figures require alternate text


		Nested alternate text		Passed		Alternate text that will never be read


		Associated with content		Passed		Alternate text must be associated with some content


		Hides annotation		Passed		Alternate text should not hide annotation


		Other elements alternate text		Passed		Other elements that require alternate text


		Tables




		Rule Name		Status		Description


		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot


		TH and TD		Passed		TH and TD must be children of TR


		Headers		Passed		Tables should have headers


		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column


		Summary		Skipped		Tables must have a summary


		Lists




		Rule Name		Status		Description


		List items		Passed		LI must be a child of L


		Lbl and LBody		Passed		Lbl and LBody must be children of LI


		Headings




		Rule Name		Status		Description


		Appropriate nesting		Passed		Appropriate nesting







Back to Top


