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All keys used in a school will be the responsibility of the Principal.  Requests for permanent issuance of keys may be made only when an employee regularly needs a key to carry out normal activities of the assigned position.  Master keys should be assigned only to the principal, assistant principal(s), head custodian, custodian(s) and coach(es).  Coaches shall use master keys only for their assigned areas.  Failure to comply with master key use will void master key privileges.  The principal or designee shall keep records of master keys issued to employees.  Master keys as well as regular keys shall be inventoried and returned to the office at the end of the school year.

Keys may be issued on a temporary basis with the approval of the principal.  A key card showing the number of the key and the room(s) or building(s) it opens will be signed by the person to whom the key is issued.  Upon return of the key by the school employee, this receipt will be cancelled.  The person issued a key will be responsible for its safekeeping.  There will be a re-keying fee of $30.00 a key for lost keys.  Keys will be used only by authorized personnel and will never be loaned to students.

Keys are not to be duplicated by anyone other than the maintenance department.

