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1.0 PROCEDURE: 
 

In the interest of providing reasonable security for the protection of City Hall and all city-
owned equipment and material, the following procedure is set forth. 

 
2.0 ORGANIZATIONS AFFECTED: 
 

All departments/divisions, Special interest groups 
 
3.0 PROCEDURE 
 

3.1 City Hall maintenance staff is responsible for locking all outside doors and seeing 
that they remain locked.  City Hall must be secured at night and on weekends. 

 
3.2 If meetings are held in the evening or on weekends, the attending staff person 

shall request information regarding the panic bar key from the City Hall 
maintenance staff or office of Park & Recreation so as to ensure that the building 
will be properly locked at the end of the meeting.  Staff person is also responsible 
for closing windows in the meeting room and shutting off lights in meeting room.  
This also includes turning all lights off if you are the last meeting group in the 
building.   

 
3.3 Special interest groups, without an attending staff person(s), are required to 

check out any necessary keys from the Park and Recreation Department.  The 
responsible person is required to go through opening and lock-up procedures 
with City Hall Maintenance.    

 
4.0 NOTIFICATION 
 

If the City Hall is found open by the Police Department notify 
 
Chad Ubl 507/429-0203 


