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Greetings from the Associate Vice
President for Facilities Operations and
Environmental Health and Safety

Building Deputies,

First and foremost, I want to thank you for your ongoing work to support not only
Administrative Operations, but the Purdue community as a whole.

The importance of your role as a building deputy cannot be overstated. As subject matter
experts on the facilities you serve and the activities within, your collaboration with
Administrative Operations ensures that we are well positioned to meet the evolving needs of
our dynamic campus community.

While not intended as a substitute for interaction with our team, we have attempted to make
this manual a comprehensive resource to assist you in the wide variety of situations you may
encounter in the context of your role. Please always feel free to reach out to your contact
points on the Administrative Operations management team if you have specific questions or
concerns, or contact my office at 765-496-0573 if I can provide assistance.

It is by working together as partners that we will continue to ensure the safe, effective and
efficient operation of our university facilities.

Sincerely,

Ryan Gallagher, P.E.

Associate Vice President
Facilities Operations and Environmental Health and Safety
Administrative Operations

Hovde Hall of Administration | 610 Purdue Mall | West Lafayette, IN 47907-2040



Being a Building Deputy
Job Description

A building deputy is assigned to each university facility on the West Lafayette campus to
coordinate and facilitate the efficient use of departmental and Facilities Operations and
Environmental Health and Safety services so that buildings and grounds can be effectively
maintained.

The building deputy coordinates the building’s operations with Facilities Operations and
Environmental Health and Safety. Duties also include the following:
e Coordinates custodial activities
e Discusses and resolves complaints concerning building operations
e Issues building keys and keeps key inventory records
¢ Initiates electronic requests to Facilities Operations and Environmental Health and
Safety for building maintenance

Note: The after-hours telephone number for building concerns is 765-494-8221, the
dispatch center at the Purdue University Police Department. The dispatch center is staffed
24/7, 365 days per year and coordinates time-sensitive services outside of regular business
hours. Regular business hours are 7:30 a.m. to 4 p.m. Monday through Friday, excluding
holidays. Use the phone number above for needs outside of these hours, including evenings
and weekends.

Your Role

Whether you were assigned building deputy responsibilities as an addition to your primary
job at Purdue or you were hired to be a full-time building deputy, it can be a demanding job.

As a building deputy, you will have daily contact with your building occupants and employees
of Facilities Operations and Environmental Health and Safety. Keeping your building
running smoothly by helping the occupants and Facilities Operations and Environmental
Health and Safety employees work together is your principal responsibility.

You will handle inquiries from faculty, staff and student occupants about the need for
maintenance to the building or equipment located in the building. While some building
deputies make minor repairs themselves, most assess the situation to determine the severity
of the problem, and then initiate a notification (work order request) in SAP. SAP is the
business software used by Purdue to manage finances, resource planning and other business
topics.

In the event of an unusual circumstance or emergency, you may be contacted after hours.
A working understanding of university rules and regulations is helpful. Please reference

Purdue’s Faculty and Staff Handbook (https://www.purdue.edu/faculty_staff handbook/)
and university policies (https://www.purdue.edu/policies/).
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A building deputy’s most important job is getting to know the building and its occupants. As
the contact person for Facilities Operations and Environmental Health and Safety, you need
to be familiar with the normal locations of your occupants. For instance, you need to have a
record of who teaches in your building and in which classrooms. You need to know where
research is taking place and how this affects the operation of the building under both normal
and emergency circumstances.

The Purdue University Fire Department (PUFD) and Environmental Health and Safety
(EHS) personnel try to be aware of the location of hazardous material. In an emergency, you
may be asked for information about the location of solvent storage, significant quantities of
dangerous chemicals or gas cylinder storage. You need to know if research animals are used
in your building and where they are located.

Experienced building deputies will tell you that becoming familiar with your area takes time,
tact and talent. Remember many problems are the result of misunderstandings. The best and
fastest solution comes from education and compromise, not from confrontation.

Unless a building director or departmental representative handles the job, you will be the
contact person for organizations wishing to display posters and announcements in your
building. Each building has its own policies regarding signs, announcements and posters.
University policies (https://www.purdue.edu/policies/facilities-safety/ivb2.html) must be
followed. Beyond that, the building deputy and the occupants determine the most effective
way to use the building’s bulletin boards and display spaces.

Some building deputies like to make a daily or weekly walk-through inspection of the public
areas of their building. In addition to being available to occupants who might want to ask
about building policy or report the need for repair, this gives the building deputy a chance to
look for maintenance items that might need attention. A building deputy may often be the
first to notice cracked glass, missing fire extinguishers and broken or missing Americans with
Disabilities Act (ADA) equipment.

Experience has shown that many of the facility issues reported are related to building and
room access. Room access falls under the responsibility of the occupying department,
including the method of issuing keys. You should refer all matters involving access and the
issuance of keys to the appropriate department head for resolution.

Administrative Operations, the parent organization of Facilities Operations and
Environmental Health and Safety, issues a weekly electronic newsletter to building deputies:
AO Connection. Some of the information in these newsletters is specific to building deputies,
such as upcoming trainings related to space management or instructions to help with a broad
initiative like posting or removing signage in buildings. Campus construction, travel impacts
and other information relevant to the campus community is also shared. When information
in these newsletters may be relevant to your building occupants, you are encouraged to share
the emails. Additionally, all articles are hosted on the Administrative Operations website
(https://www.purdue.edu/administrative-operations/news/index.php).
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Authority

The degree to which you are empowered as a building deputy depends on the dean,
department or director to whom you report. Some areas want an active building deputy who
contacts occupants directly about matters of building operation, safety and security. Other
building deputies report concerns to a department head or supervisor. It is important that
you establish a working relationship with the departments in your building and have a clear
understanding of your authority before a problem develops.

Areas in which a building deputy frequently exercises judgment and authority include the
day-to-day safe operations of the building. Making occupants aware that the hallways,
doorways and exits must be kept clear is part of this job. The building deputy handles
investigating and reporting complaints of unsafe activity in the public areas of the building.

Building Deputy Listing

Additionally, other building deputies are valuable resources for information. You may want
to spend some time to get to know a few of the other deputies in your zone—or look over the
Building Deputy Directory (https://www.purdue.edu/physicalfacilities/units/facilities-
operations/building-deputies/directory.html) to see if anyone you know is a building deputy.

You may also want to use the linked directory to find someone who can cover for you while
you are on vacation or are off campus. While some departments use an in-house person to
assume the building deputy’s duties when you are not readily available, others have found it
beneficial to call on another building deputy.

One of the first steps for requesting updates to a building deputy listing or contact
information is to complete the online form included at the link above that provides
Administrative Operations with all of the information needed to update systems and grant
you the necessary access as a building deputy. Please note that your building occupants may
be unable to report facility issues through the Fix It portal (https://www.purdue.edu/fix-it/)
until this step is done.

If there are any questions regarding the Building Deputy Directory, please send them to the
Administrative Operations Communications department (aocomm@purdue.edu).

Resources for Building Deputies:
www.purdue.edu/physicalfacilities/units/facilities-operations/building-deputies/index.html
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Your Building

University Facilities Use Policy Definitions

Use of Facilities (IV.B.1) (https://www.purdue.edu/policies/facilities-safety/ivb1.html)

Controlled Areas
University Facilities where official University activities are carried out and that are not open
to the public, such as classrooms, laboratories, offices and residence halls.

Electric or Motor Powered Personal Vehicles

Any wheeled vehicle not required to be registered with the Indiana Bureau of Motor vehicles
that utilizes battery power to fully or partially propel its operator, including, but not limited
to electric skateboards, scooters, bikes, hover boards, and Segways. This definition does not
include assistive devices such as motorized wheelchairs.

Public Areas

University Facilities open to orderly unsupervised access by faculty, staff, students and
visitors, such as streets, sidewalks, lawn areas, malls and designated portions of some
University buildings and recreation areas during regular building hours.

Restricted Areas
University Facilities off limits to unauthorized persons, such as utility areas, rooftops and any
area marked that access to the area is limited to authorized personnel only.

University Facilities
Any University owned, leased, used or occupied building or structure, or any land or
infrastructure owned, used or leased by the University.

Criteria to Maintain Campus Buildings and Grounds —
Who Pays for What?

Facilities Operations and Environmental Health and Safety is responsible for the
maintenance, alteration, repair and operation of academic and administrative buildings,
grounds and equipment.

The cost to repair, replace and maintain qualifying building structures and building
equipment is paid by Facilities Operations and Environmental Health and Safety.

Building equipment is defined as mechanical or electrical machinery or equipment that is
permanently attached to the structure as original equipment, as a replacement for original
equipment or as an upgrade to the facility. This equipment will normally provide service to
the entire building or to a major section of the building. Examples of building equipment
include air handlers, exhaust fans, boilers, electrical panel boards, drinking fountains,
building air compressors for HVAC controls, electrical buss ducts and elevators.
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Departments are responsible for the maintenance, alteration, repair and operation of their
own building equipment.

Departmental equipment is defined as equipment or machinery that has been purchased
directly by a department(s). Examples include the following;:
¢ Wall-mounted shelves
e Single-room usage package air conditioners
e Fume hoods
e Sinks and fixtures in laboratories
Laboratory benches and cabinets
Carpet
Modular office panel systems
Furniture
Walk-in coolers (even if installed at the time of the original building construction)
Freezers
Lab polishers
Cage washers
Kilns, ovens
Ultra-cold freezers
Air compressors for shops and laboratories
Eyewash and safety showers
e Backflow preventers that service departmental equipment

The cost to repair, replace and maintain departmental equipment is paid by the department.

Departments are encouraged to establish service agreements for routine/preventive
maintenance on their equipment to prevent costly breakdowns in service. Contact the Work
Request Center at 765-494-9999 or pfwrc@purdue.edu to coordinate service agreements.
Please provide an account number, scope of work and contact person.

As a general guide as to who should pay the cost of repair or replacement of equipment,
Facilities Operations and Environmental Health and Safety pays if it is a function of the
building. If it is a function of the department, the department should pay.

Generally, Facilities Operations and Environmental Health and Safety pays all utility bills for
water, gas, sewage and electricity (pending policy to address the exceptions). The repair,
maintenance, replacement, production and distribution are also the responsibility of
Facilities Operations and Environmental Health and Safety.

If any equipment, utility system or buildings are abused, the person responsible must pay the
cost to repair or replace the equipment.

Facilities Operations and Environmental Health and Safety is funded to meet the normal
operation and maintenance needs of the buildings on campus that are designated as
Facilities Operations and Environmental Health and Safety maintained. Normal operation
and maintenance means routine grounds, custodial, operations and maintenance activities
for the building or facility to operate as it was originally intended. Generally, this includes all
academic and administrative buildings on the West Lafayette campus, excluding housing
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units, athletic facilities and all related structures. Most farm buildings are not maintained by
Facilities Operations and Environmental Health and Safety, other than those specifically
identified on the Animal Science Research farms.

Repair and Rehabilitation Funds (R&R)

To be eligible for repair and rehabilitation funds (R&R), the building must be included in the
State of Indiana’s R&R formula calculation. Full funding of the R&R formula generates
approximately 0.75% of the current replacement value (CRV) of the covered facilities. This is
about half of the minimum recommended funding necessary to maintain the condition of the
facilities. While attempts are made to address the highest priorities in each of the categories
listed below, the R&R funds available frequently do not address all of the needs. In
establishing R&R priorities, the following guidelines will generally be followed:

Priority 1: Basic building structure, including foundation, exterior walls, roofs, windows, etc.
Emphasis will first be to preserve the building structure and avoid further deterioration or
damage.

Priority 2: Building systems repair and planned replacement to avoid failure. This includes
the building’s mechanical, electrical and plumbing systems. Replacement will be to restore
the system to operate as originally designed and intended, not to meet new loads or demands
created as a result of departmental activities. Increases in capacity or quality to meet new
needs, etc. may require supplemental departmental funding, or may be deferred until
sufficient R&R funds are available from the adaptation or renovation categories.

Priority 3: Adaptation to install or improve building fire alarm and sprinkler systems to
present code, comply with ADA requirements, etc.

Priority 4: Aesthetic improvements including painting, other than that required to protect the
building structure or components. This category includes wall and floor covering, ceiling tile
replacement, etc. Public areas will receive the first consideration with the funds available.

Within this priority structure, a matching funds program has been established for
departments to share in deferred R&R needs by matching costs with their funds to resolve
priorities that are important to their mission.

Monitoring Unauthorized Construction

You are responsible for monitoring the building for unauthorized construction. Facilities
Operations and Environmental Health and Safety must approve any alterations to facilities
per the university policy Assignment, Construction, Alterations, Improvements and
Maintenance to Facilities (IV.B.4) (https://www.purdue.edu/policies/facilities-
safety/ivb4.html).

“All work that involves construction, alteration, improvement or installation to University
Facilities must be performed with the full knowledge and written consent of the CFO or
designee. All planning, development, estimates, coordination of work and other processes
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associated with construction, alterations, improvements, installations and maintenance of
University Facilities must be overseen and coordinated by the campus Physical Facilities
Department. The CFO and Chancellor may assign responsibility for maintenance that does
not involve construction, alterations or improvements to a unit other than Physical Facilities
for specific University Facilities. Physical Facilities Departments will ensure compatibility
with established University standards and compliance with applicable laws and regulations,
including but not limited to those related to public works, contracts, building codes, and
environmental health and safety, and will coordinate with the requirements of the
department or unit for which the work is being planned.”

Discourage unauthorized construction, and if need be, refer the problem to the dean, director
or department head in the affected area. In this situation, understanding the views and needs
of others is important, but regulations and policies of the university must be followed.

Americans with Disabilities Act

The Americans with Disabilities Act (ADA) changed the way public buildings are designed.
For people with disabilities, this act has meant less stress and strain in going about daily
activities that most of us take for granted.

The ADA changes to buildings include the installation of automatic doors, wider classroom
and office doors, lowered drinking fountains and restrooms that are accessible. It is
important to be sensitive to the need for ADA improvements and keep all ADA facilities
unobstructed and in good repair.

Additional information about accessibility at Purdue can be found at the Accessibility
Resources website (https://www.purdue.edu/accessibilityresources/). Additionally, the
online campus map (https://www.purdue.edu/campus-map/) includes information on the
location of accessible building entrances.

The director of the Office of Institutional Equity (https://www.purdue.edu/oie/index.php) is
Purdue University's ADA coordinator. The director coordinates the efforts of the university to
comply with the Americans with Disabilities Act of 1990 (ADA) and the ADA Amendments
Act of 2008 (ADAAA). For questions or concerns, please contact the Office of Institutional
Equity at 765-494-7253 or equity@purdue.edu.

As a practical matter, it is good practice to keep hallways unobstructed—not just for
accessibility, but because of fire code. If you encounter a person with a disability that is
having trouble in your building, please ask how you can help.

Please be proactive about checking door operators. If you find an automatic door or other

ADA device inoperative, requests for repair should be submitted through a notification in
SAP. For further assistance, please contact the Work Request Center at 765-494-9999.

Lost and Found

Your building should have a conveniently located lost and found area with clearly posted
11
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hours. Sometimes a department may operate the lost and found; however, it is often one of
the building deputy’s responsibilities.

Items classified as found are held at the building where the finder turned them in for a period
of one week. Following that time, the person within each building designated to administer
lost and found is required to send all unclaimed items to Central Lost and Found. Items will
be held at Central Lost and Found for the owner to claim for a period of one month. Upon the
completion of the one month holding period, all unclaimed items will be sold through the
Purdue University Surplus Store (https://www.purdue.edu/surplus/).

The Central Lost and Found office is located at Purdue University Surplus Store in the
Materials Management and Distribution Center (MMDC). MMDC is located at 700 Ahlers
Dr., West Lafayette, IN 47907. The store entrance is located off of South Russell Street. The
campus address is Central Lost and Found/MMDC.

The Central Lost and Found office hours are 12 p.m. to 4 p.m. Monday through Friday. The
phone number is 765-494-2125. In addition, an email can be sent to surplus@purdue.edu.

Operation of Facilities during Holidays

During the holidays, and at other times when buildings are generally unoccupied, the heating
and ventilation systems of most buildings are adjusted to save energy costs. Staff from
Operations and Maintenance will routinely inform building deputies of these adjustments.

If you are concerned that these adjustments may interfere with ongoing activities in your
building, please contact Energy and Utilities at 765-494-6285. The staff will work with you to
ensure that acceptable environmental conditions are maintained for these activities. Since
certain laboratory apparatus must continue to operate during these periods, please urge staff
members responsible for this equipment to check on its operation as often as possible. If not
detected quickly, the malfunction of an unattended apparatus connected to utilities can result
in fire and/or flooding.

Operational Outage Communication Process

Building deputies are a key component of the process for maintaining campus
communications in the event of a campus-wide operational outage (e.g. power failure, full
technology system outage inclusive of email and websites) during regular working hours.

In the unlikely event of a campus-wide outage in which typical communication methods like
email and website updates are not possible, campus administration would send a
RAVE/PurdueALERT (https://www.purdue.edu/ehps/emergency-
preparedness/purduealert/index.php) text message to all building deputies requesting their
assistance in communicating with their building occupants.

Due to the nature of this type of outage, building deputies would likely be asked to create and
post simple, handwritten signs around their building and verbally communicate updates to
occupants. The text may also contain a brief description of the situation, an anticipated time
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of the next update message and/or a resource or location in which more information may be
found, if available.

Building deputies should provide their mobile phone numbers to Facilities Operations and
Environmental Health and Safety by calling 765-496-0578, and they should confirm that
their mobile phone is set to receive RAVE/PurdueALERT text messages. This can be done
through the Purdue IT website
(https://www.purdue.edu/apps/account/cas/login?service=https%3A%2F%2Fwww.purdue.
edu%2Fapps%2Faccount%2FEmergencyContact) by entering the mobile number and
selecting "activate emergency texts now." Once this process is complete, all PurdueALERT
emergency text messages, including those related to operational outages, will be issued to the
mobile number provided.

Mechanical Space

Mechanical spaces on campus are highly restricted areas. In the event that you need
immediate access to a mechanical space, please contact your respective Zone Maintenance
(https://www.purdue.edu/physicalfacilities/units/facilities-operations/operations-
maintenance/index.html#zones) staff. If you need more frequent access to a mechanical
space, please complete the “Academic Department Restricted Area Request for Exception
Form” (found below at the end of the Your Building section) and send to the director of
Operations and Maintenance for review.

Certain areas in your building are designated as equipment rooms (see the University
Facilities Use Policy Definitions section above). They are marked as such on the door and on
your building plans. The Use of Facilities (IV.B.1) university policy prohibits using these
spaces for storage. Locks to most equipment rooms have been changed to limit access.

Except in very rare cases, you will not have a key to equipment rooms. This is due to the
nature of the mechanical and electrical systems commonly found in these rooms. Entry to
some of these rooms requires the use of special protective equipment or other precautions.

While we understand that secured equipment rooms may create an inconvenience, it allows
the university to comply with laws and codes requiring a safe and hazard-free work
environment for personnel.

Keys

Security of university facilities is important, so attention to detail in maintaining a key file
and accurate key record system is essential.

Some building deputies use a computer program to keep a record of keys. Staff in the
Krannert School of Management developed a tracking program available for use by all
building deputies for a fee. John Fassnacht is the contact person for information about this
program, and he can be reached at 765-496-1111. Some building deputies use a card-file
system. Many building deputies choose to use both.
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Usually a department head, or the head’s representative, will request that keys be issued to a
staff member or student. You should be certain at the start of the academic year that you and
all of your departments are in agreement about how keys will be issued.

The Lock Shop (https://www.purdue.edu/physicalfacilities/units/facilities-

operations/operations-maintenance/index.html) can provide the necessary form required
for the issuance of any building master key. The shop can be reached at 765-494-4906. No
master keys will be produced unless this form is filled out and has the required signatures.

Each department should create a key request form to be used for issuing any and all keys to
anyone in your facility. The completed forms should be kept in a secure location and used to
reconcile your key inventory at least annually. All keys issued to staff or students are to be
returned to the building deputy when the person leaves a position or permanently leaves the
university.

An example key request form can be found at the end of the Your Building section in this
document.

One essential part of building security is to know the location of issued keys. Wherever you
decide to keep your key file, this location must be secure. The Lock Shop can provide you with
advice on establishing a key storage area.

When room and building locks must be changed, or when additional keys are requested, it
is the responsibility of the requesting department(s) to provide the funds. Re-keying
requests should be submitted through a notification in SAP, and a departmental account
number for recharging should be provided. For further assistance, please contact the Work
Request Center at 765-494-9999.

Building security is compromised by several factors: a key holder may lose his/her keys, areas
may be inadvertently left unlocked, and sometimes keys are loaned to unauthorized users. In
case of a security breakdown, advise the appropriate departmental representative and work
with that person to rectify the problem. Often the Lock Shop can offer insight into creating
workable security procedures. No matter what size building you manage, you will need to
establish a uniform system for issuing keys.
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UNIVERSITY

Academic Department Restricted Area Request for Exception Form

Staff Person Requesting Exception: Phone #

Department Name:

Location/Type of Restricted Area for Requested Exception:

Number of Keys Requested:

Name(s) of Department Staff Responsible for Key(s):

Reason for Exception (should address anticipated frequency to restricted area, necessity vs.
convenience factor, essential/critical to research/project, etc.):

Building Deputy Signature: Printed Name:
Date:
Department Head Recommending: Printed Name:
Date:
Dean Approving Recommendation: Printed Name:
Date:

Send completed form via campus mail to the director of Operations and Maintenance (O&M), at
the Physical Facilities Service Building (PFSB).
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UNIVERSITY
Purdue Building Key Master Authorization Form

Building Name Department

Person wanting building master

Reason for needing building master

Approval by all Department Heads

Departments in Building Department Head

A L

™

o

10.

11.

12.

13.

14.

Must be approved and signed by the building deputy plus all Department Heads in this
building before the lock shop can cut and issue a building master to any person or occupant
of this building.

Building Deputy

Building Deputy

16



Safety and Emergencies

What is an Emergency?

You may hear problems described as an emergency on a regular basis. Please be sensitive to
the severity of a situation when reporting a problem for others or when you discover a
problem yourself.

Emergencies are handled by the Purdue University Police Department and/or the P