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The broadcast, computer, and support divisions of KUED, KUER, UIT and the Utah Education Telehealth Network (UETN) have grown into a large organization with over 250 employees.  It is difficult to know every employee working in the Eccles Broadcast Center which is compounded by the number of temporary employees, interns, etc. who enter the facility.   Most of us have experienced meeting people in the hallway without knowing who they were or if they had a reason to be in the building.  This issue becomes especially critical for employees who work at night, weekends and holidays.

In an effort to provide a reasonable degree of safety without making the building an armed fortress, EBC security measures will concentrate in three areas:
· controlling visitor traffic

· identifying personnel by way of a badge system 
· enhancing building alarm hardware including the installation of extensive security cameras
STAFF ID CARDS
All EBC employees are issued photo identification cards that function as both a University ID card and building badge.  The card displays the employee’s name and division (KUED, KUER, UIT, UEN or Administration).  Lanyard and pocket clips are issued with each badge.  All staff members MUST display his/her ID badge whenever they are in the building.

The University of Utah U-card Office, located at 154 Union Building, takes employee photos and issues all ID cards. Employees must obtain an ID card authorization form from the EBC Human Resource Officer before an EBC building badge can be issued by the U-card Office.  Lost or damaged badges can be replaced from the U-card Office for $20.00.
The ID card is encoded to open building doors through the proximity security system; employees activate the door by swiping their card in front of the black proximity sensor which is located on a wall to the right of each exterior door and designated interior doors.   
KUER and KUED Production departments may issue crew visitor badges to temporary or after-hours employees, as projects require.  Crew schedule arrangements and badges should be issued to staff supervisors prior to a visitor’s arrival.  Staff supervisors are responsible for logging badges in and out.

Enforcing the wearing of ID cards is the responsibility of supervisors.  Employees who refuse to wear an ID card can be subject to disciplinary action under University Policy 5-111, referring to University policy noncompliance.

Visitors
All non-employees, including vendors, must enter the EBC through the Atrium where they will be issued building credentials which must be returned to the Atrium desk upon their departure from the building. The Atrium reception desk is staffed during regular business hours, M-F, 8-5.

Visitor’s who drop in or are scheduled to see EBC staff members during regular working hours, are required to log in at the Atrium desk.   The atrium receptionist will contact the EBC employee the visitor is here to see.  That employee or designee should meet the visitor at the Atrium.  EBC employees should inform the Atrium staff about specific visitors expected for the day either by email or by calling 585-6013. 
Visitors from other campus departments must wear an ID card identifying the University department where they work.  Campus visitors should explain the purpose of their visit and Atrium personnel will determine whether there is a need to contact an EBC employee.  
Guests who arrive after office hours must remain in the presence of a staff member or departmental supervisor and may not wander throughout the building unescorted.

*EBC employees who meet a stranger not displaying an ID badge may ask the person if they need help, if they are lost or whom they are visiting.   Staff members who feel uncomfortable doing this should report the stranger to a supervisor or campus police. 
Fund Drive Volunteers

A list of fund drive volunteers is provided to the Atrium desk and nighttime security each evening.  A security representative checks-in volunteers as they enter the building.  Volunteers should have designated escorts to and from the studio and should be discouraged from wandering the building.  

Deliveries
Deliveries via UPS/Fed Ex and other carriers will be accepted at the EBC dock where they will be logged in and then signed for by the recipient.  Dock attendant hours are 10 AM- 2 PM, Monday - Friday.  Instructions for deliveries outside of the attended hours are posted on the outside dock door. 
Do not admit delivery personnel into the building after hours or accept packages unless you are prepared to sign for the package and make sure the recipient receives the package.
Special Events

(Receptions, screenings, premiers, etc.) All non-staff participants involved in events planned outside of regular business hours must enter and exit through the Atrium.  Individuals responsible for booking the event must notify the Building Manager (Phil Titus or Jorge Uboldi) of the specific times the Atrium door should be unlocked for the event.  The event coordinator must also assign a staff member or a security officer to be physically present in order to monitor the Atrium while the door is unlocked.

Building Alarm System
Propping open any external door sets off the alarm system that alerts campus police.  Employees who need to open an alarmed door or who accidentally open an alarmed door must immediately notify campus security at 5-2677.  Failure to do so may draw an armed response and will result in a $75 charge to the EBC which be levied against a specific department as determined by security cameras.
The Atrium doors are locked at all times.  Atrium receptionists evaluate visitors before allowing access into the building.  An intercom and speakerphone is available in the area between the Atrium doors and can be used by visitors to communicate with the receptionist or call their EBC contact when no one is present at the front desk.  

EBC has eight internal security doors that are locked on weekdays, weekends and after hours.  Access to these secure areas is available only through the card swipe readers.  

A video recording system is set up to monitor interior and exterior activity throughout the EBC and its parking lots on a 24 hour basis
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