% Marion County ADMINISTRATIVE PROCEDURES

TITLE: Court Facilities Security PROCEDURE #:  515-A

DEPT: Business Services DIVISION: Facilities

EFFECTIVE DATE: 12/08 REVIEWED: 0525 REVISED: 06/25
OBJECTIVE: To establish a procedure for issuance and security of keys or keycards to

access Marion County court facilities.

REFERENCE: Policy #515

POLICY STATEMENT: All persons requiring entrance to Marion County court facilities will

undergo security screening by qualified personnel.

APPLICABILITY: All persons requiring entrance to Marion County court facilities.

PROCEDURES:

1.

Definitions:
1.1 Department Access Coordinator (DAC): An employee within a county department assigned by
the department head or elected official to coordinate key and keycard access for that

department

1.2 Keycard: An electronic key that is programmed to provide entry into specific doors and/or
buildings at specific times

General Screening:

2.1 Screening of persons are normally accomplished using metal detectors, x-ray, hand-held metal
detectors, and visual inspection.

2.2 Screening personnel are responsible for following all safety and security screening procedures
identified by the courts, Judicial Security Unit.

2.3 Persons who refuse to be screened will be denied passage beyond the screening point. Those
with medical issues, such as a pacemaker, that would prevent them from going through the

metal detector, have the option of a pat down and wand search conducted on their person.

Responsibilities:

2.1 Keycard holders are responsible for becoming familiar with the Marion County Court
Facilities Security policy and procedures.

515-A.1
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2.2 Marion County Business Services Department is responsible for maintenance and installation
of all locks, card readers, and owned and leased by Marion County.

2.3 Keys and keycards are the exclusive property of Marion County. Under no circumstances
shall any key or keycard be duplicated by anyone other than Business Services personnel.
Marion County reserves the right to run access card usage logs to ensure compliance with
Marion County Court Facilities Security policy and procedures.

Marion County reserves the right to deactivate keycards at any time without notice. The
holder of a deactivated card shall promptly return it to Marion County Business Services.

2.4 Keycard holders shall immediately notify Business Services if a keycard is misplaced, lost, or
stolen. Failure to immediately report a lost or stolen keycard may result in disciplinary action,
including loss of access privileges.

2.5 Individuals shall only use or hold keycards that are officially assigned to them. No person
shall allow the use of a keycard to give access to a person who does not have authority to be in
a controlled space. Keycards may not be loaned or reassigned except through Marion County
Business Services.

2.6 Business Services will maintain records of keycards issued to members of the bar.
2.7 Business Services shall be notified immediately of any changes to employment status or
business arrangement, including suspension, termination, or reassignments that affects

building access.

3. Keycard Access:

3.1 Access: All requests must be submitted in writing, via the keycard access request form (515-
B), from the department head, elected official, or DAC to Business Services. If a request is
denied by Business Services, the decision may be appealed to the Court Security Committee.
Appeals from the Court Security Committee shall be referred to the Sheriff, Presiding Judge,
and the Chairperson of the Board of Commissioners.

Priorto obtaining akeycard, all applicants mustreview Policy #515 and sign aresponsibility form.
Signed responsibility forms will be retained by Business Services until keycard access for the
applicanthas been deleted from the system. All keycards shall be returned to Business Services
on the last day ofemployment.

Business Services will forward requests to the Marion County Sheriff’s Office’s court security
supervisor for review prior to granting access. Marion County employees who are denied
access may appeal the decision, as outlined in this policy.

3.2 Courthouse and Court Facility Employees: Individual department administrators are
responsible for submitting to the Business Services Department the names of employees
requiring keycard access for their department. Access doors, days of entry and access hours are
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tobe established based on business needs by the department administrator.
3.3 Local Attorneys:

3.3.1 Members of the Marion County Bar Association may request a limited keycard
by submitting to Business Services a written request for access. Keycards issued
will only allow access to the north door on the first floor of the courthouse, the
elevators, and the law library, as well as other approved court facility doors.
Keycard access will be programmed for a specified date and time only.
Keycards already issued may be programmed to align with this policy.

3.3.2 Business Services will forward requests to the Marion County Sheriff’s Office’s
court security supervisor and court administrator for review prior to granting
access. Members of the Marion County Bar Association who are denied access
may appeal against the decision, as outlined in the Court Facilities Security
Policy.

3.3.3 Members of the Marion County Bar Association who are granted limited keycard
access to the identified court facilities, including the Law Library, will be charged
$15 to cover the cost of the keycard and staff time to set up the access privileges.
Any replacements cards will also cost $15. Cardholders will be required to sign a
receipt for the keycard and an acknowledgement of cardholder responsibilities.

4. Marion County District Attorney’s and Legal Counsel’s Offices:

4.1 The District Attorney’s and Legal Counsel’s management team members may have 24/7
keycard access to the Courthouse’s Common Doors. Access to the Courthouse or other
court facilities outside of typical business hours shall be for business purposes only.

4.2 Marion County Legal Counsel Assistants and Deputy District Attorneys and authorized
staff members may have keycard access to the north door on the first floor of the Courthouse,
and other court facilities Monday through Friday from 6:30 a.m. to 6:30 p.m.

4.3 All other authorized Marion County District Attorney and Legal Counsel staff members
may have keycard access to the north door on the first floor of the Courthouse, and other
court facilities Monday through Friday from 7:30 a.m. to 5:30 p.m.

4.4 District Attorney and Legal Counsel staff members with large carts, files, trial exhibits shall
enter through the Courthouse front door and may contact Judicial Security Unit to ask for
by-pass security during normal business hours.

5. Marion County Sheriff’s Office: Pursuant to ORS 206.010, the Sheriff is responsible for the
safety and security of the courts. Therefore, the Sheriff and his/her designees will have 24-hour
access to the Marion County Courthouse. Access for civilian staff will be limited to the basement
entrance into the Marion County Sheriff’s Office. Possession ofavalid keycard does not preclude
the holder from being subject to random screening at any entrance door of the courthouse. The
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Sheriff and his/her designees will have 24-hour accessto the Marion County Courthouse and all
other Marion County court facilities.

6. Special Access Cards: Marion County department heads and elected officials may request an
access card be issued to employees, consistent with the Marion County Court Facilities Security
policy. All such requests must be made to the Business Services Department.If a request is denied
by Business Services, the decision may be appealed to the Court Security Committee. Appeals
from the Court Security Committee shall be referred to the Sheriff, Presiding Judge, and the
Chairperson of the Board of Commissioners.

7. Public Safety Personnel:

7.1 Uniformed and non-uniformed on duty public safety personnel and armored car uniformed
personnel shall be allowed unobstructed access to Marion County court facilities.

7.2 Prior to accessing the court facilities, each person must log in with the security staff and report
any weapons. Prior to accessing court facilities, an agency badge and identification must be
present, they must sign in on the logbook and sign out when they leave.

7.3 Non-uniformed employees must display their badge and identification prominently on the
outside of their clothing whenever in court facilities.

8. Deliveries

8.1 All deliveries made to the Marion County Courthouse shall be presented to the security
entrance door. Delivery staff shall always be accompanied by staff responsible for receiving
the delivery. All deliveries must be checked in with the court entrance security staff. Mail and
deliveries small enough to pass through the x-ray machine will be processed by the security
staff.

8.2 Deliveries made to other court facilities shall enter through the facility’s main entrance. The
entrance security staff will contact appropriate office staff members to escort the delivery.
Office staff must always accompany the delivery person(s) up until the time when the
deliverers exit the building.

8.3 Deliveries to the Juvenile Services Building, 2960 Center Street, may only occur if pre-
approved by the department head or their designee, on a case-by-case basis, and only from
known vendors that provide routine deliveries.
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% Marion County

ADMINISTRATIVE PROCEDURES

TITLE: Court Facilities Security PROCEDURE #: 515-B
DEPT: Business Services DIVISION: Facilities
EFFECTIVE DATE: 12/08 REVIEWED: 05/25 REVISED: 06/25
assd  Marion County Access Request Form
[l OREGON
Currently Logged In As: SCJackson [ADMIN] Request Status: Completed
Created By: SCJackson Date Created: 4/24/2025 2:24:00 PM
Card/Key Holder Name: Test Card/Key Holder E-Mail: scjackson@co.marion.or.us
Supervisor Name: Test Supervisor E-mail: scjackson@co.marion.or.us
Card/Key Holder Department: Business Services Dept Access Coordinator: N/A
Comments: 12520. Testing Done SJ 04 24 25.

Countywide Building Access
Qualifying Job and Corresponding Access: N/A

Please refer to Policy #524 Access Matrix for detailed accesses granted

Fuel Access

No
Employee #: N/A

One-Day Temp Keycards

Business Services

Standard: Activate One-Day Temp Keycard - Approved By Steven Jacks@h

Disclaimer

By signing, Card/Key Holder agrees to pay for lost or stolen keys.

Marion County charges a minimum $15 fee (each) for replacement of metal keys, key cards and fob's (fee may vary according to location and type ofkey).

Reference MC Policy# 524.

Signature Date




