Fountain Square Security System Questions & Answers (FAQ's)

Q: "When do I need to use my card?"

A: All Fountain Square doors will be open between 7:50AM and 5:10PM. During your work schedule, you will need to VISIBLY wear the card waist level or higher, at all times while on the complex. Outside of those hours, you will need to use your ID card to get in to the building your division resides. The only exception to this is Building A West (employee entrance) which will remain locked at all times. There is a card reader at that door.

Q: "How do I use my proximity ID card?"

A: Every Main entrance(s) to our buildings has a card reader.  Simply wave the card within four inches or so from the card reader. You will hear an audible "beep" and the light on the reader will change from red to green. You will then have eight seconds to open the door.

Q: "My card doesn’t work. What do I do?" 

A: There is a call box at the main entryway of every building.  Press the red button to contact security. They will compare their live video image (from the lobby camera) with the "cardholder" picture stored in the computer in order to verify status, and unlock the door remotely.  Notify your section administrator of the problem as soon as possible.

Q: "What do I do if my card is lost or stolen?" 

A: Call security (265-7095) immediately--evenings and weekends especially! The card can be deactivated with a key stroke. Notify your section administrator as soon as possible. If you are unable to contact the security guard using the 265-7095 number, contact the cellular number of (614) 207-2316.

To replace your card, a $7 fee is required. Contact your division HR to make arrangements.

Q: "How do I get out of the building?"

A: During business hours, the doors will not be locked. After hours, a motion detector unlocks the door as you approach to exit. 

Q: What happens if there is a fire or power outage?
A:  If either of these events were to occur, all doors go into "unlocked status" automatically.  During this time, if it is necessary, doors will be locked/unlocked manually by security staff.

Q: "Where are the panic buttons and how do I use them?"

A: There are panic buttons located on every main corridor, on every floor, in every building. They are small metal boxes (2x3 inches) with a key cylinder on the front. To activate the panic alarm, press upwards on the bottom of the box. This will send an alarm to the security office and help from within the complex will be on the way. In case of emergency, always call "911" also. 

Q: "How do we handle card deactivations?"
A: Immediate supervisors hold the responsibility of retrieving ID cards in the event of any separation in service (termination, administrative leave, suspension, etc.). In addition, notifying your division's HR personnel immediately following a separation will allow the card to be deactivated immediately. If that is not physically possible, the OFFICE OF HUMAN RESOURCES should be contacted for deactivation. The ID card itself must be returned to the OHR, as it remains the property of the state of Ohio. This will prevent a separated employee from coming onto the premises inconspicuously. 

Q: Now that I have my ID, what about field and new employees?
A: Field employees: At this time, only Full time and Part time PERMANENT employees will be required to have an ID. Over the next few weeks, OHR will be working with your divisions' coordinators to get those ID's issued.

New employees: The division HR staff will be responsible for ensuring that all new employees are issued an ID. Preferably, this will take place when a new hire completes his/her paperwork. However, when that is not possible, those employees should be issued an ID within the first week of employment. Those employees will be issued a visitors pass until they are issued an ID.

Q: What if I need access to other buildings?
A: Division staff will have access to their building only. Modifications to employee's access are through REALM, and by chief’s request only.

Q: What about if I have keys to my building?
A: All entryway doors will be re-keyed as of February 1. New keys will only be used as a back-up to the system, and security employees in REALM will be the only ones to have access to those keys.

Q: Who should be given a visitor pass?
A:   Visitor passes have been given to each division.  Visitors should follow the same guidelines as far as wearing the ID visibly, but the card provides no access to buildings.  It is not necessary to issue a pass to every visitor.  If the visitor remains in the company of an ODNR employee, it is unnecessary.  However, it is essential to issue a pass to a visitor if they will be conducting business throughout the complex while they are unaccompanied.  

Q: Is it possible to visit the cafeteria before the buildings are opened at 7:50 a.m.?
A:  Yes!  The side door of building C will be opened at 7:00 a.m. so that employees who arrive at the complex before normal working hours can have access to the cafeteria.  In order to do this, while maintaining a level of security, however, the inside door from the cafeteria to the main hall of building C will be locked until 7:50 a.m.  
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