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The purpose of this policy is to outline procedures for the distribution, accountability, and control of Location keys.

The goal of this policy is to maintain the security and integrity of all Locations and ensure the safety of clients and staff.

Policy

Staff shall keep key rings in their physical possession at all times when in a Location and shall never let clients handle the key rings.

All keys shall be maintained on key rings even if there is only one key.

Individual keys shall never be removed from key rings by staff.

Turnover of key rings, other than momentary lending, shall be documented in the operations log.

Location Managers shall assign a staff member as key control officer.

Key control officers shall develop site-specific key control systems, including storage, distribution, accountability, duplication, retrieval, and disposal.

All keys shall be coded according to what they open and all key rings shall be numbered.

Key control officers shall maintain written records identifying the total number of keys in inventory, their exact purpose, how they are coded, the number of keys per ring, key ring numbers, and to whom key rings have been distributed.

All key rings not in use shall be stored in locked key cabinets maintained by the key control officer.

Duplicate keys to all exits and emergency doors shall be stored at an external program in close proximity to a location or in lockboxes for help in emergency situations, when applicable.

Location fire safety officers shall make arrangements with fire departments to store duplicate keys if deemed necessary by fire authorities.

Duplication, alteration, marking, or manufacturing of any keys by anyone other than the key control officer/designee shall be prohibited. Disciplinary action, up to and including termination, shall be pursued against anyone violating the provisions of this paragraph.

Staff shall be trained in key control procedures prior to receiving keys.

Procedures
A.     Storage
1. Location Managers shall store a copy of a key for each lock in the Location in their office for backup.

2. All key rings not in use shall be stored in locked cabinet maintained only by the key control officer.

3. All key ring numbers shall have a corresponding number in the key cabinet.

B.     Distribution and Documentation
1. Key control officers shall distribute all key rings from the key cabinet.

2. Staff shall be responsible for all keys issued to them.

3. Key control officers shall document the names of staff members and the key ring numbers they received in their written records.

4. Shift Supervisors on duty when key rings are distributed from the key cabinet shall document it in the operations log, including ring number and receiving staff.

5. Staff receiving permanent keys, those that may be taken home, shall sign for them. A copy of the documentation shall be placed in their personnel record.

6. Staff turning keys over to another staff member, other than for momentary purposes, shall document the transfer in the operations log, including their name, the name of the receiving staff member, key ring number, and the initials of the receiving staff. Any exceptions to this procedure shall be approved by Location Managers.

7. Key control officers shall periodically reconcile their records with entries in the operations log as to which staff have key rings and the number in distribution.

8. Staff shall return all keys upon termination of duties. The return shall be documented in their personnel record and the key control officer’s records.
C.     Handling
1. Staff shall keep key rings in their physical possession at all times

2. Staff shall never let clients or any unauthorized persons handle key rings.

3. Individual keys shall never be removed from key rings
D.     Inventory

1. Key control officers shall maintain a complete inventory of all keys and key rings in the possession of the Location, including what they open, their identification numbers and how they are coded.

2. Shift Supervisors shall ensure at the start of each of their shifts that the number of keys on each ring and the number of key rings in distribution equal the number documented in the operations log.

3. Key control officers shall physically account for all keys and key rings, including permanent keys to be brought in by staff, through inventories held at least once a month. The results shall be documented in their written records.

4. Key control officers shall inspect all keys for wear and damage during quarterly inventories. Worn or damaged keys shall be replaced and disposed of.

5. Shift Supervisors shall report worn or damaged keys to the key control officer.

E.     Lost Key Rings/Disposal of Keys

1. Staff shall immediately notify Shift Supervisors of any lost or missing keys.

2. Shift Supervisors/key control officers shall notify Location Managers of keys discovered lost or missing through daily accounting, monthly inventories, or staff notification.

3. Location Managers shall notify key control officers of lost or missing keys if notified by shift supervisors.

4. Location Managers shall determine if the immediate changing of all security locks accessible by the missing or lost key(s) is necessary.

5. Location Managers may pursue disciplinary action if a staff member is found negligent in the loss of key rings.

6. Key control officers shall dispose of worn or damaged keys by bending or breaking them and throwing them away outside of the Location. Disposal of keys shall be documented in the key control records.

OUTCOME MEASURES/PERFORMANCE INDICATORS
(  
All keys are coded and key rings are numbered and inventoried.

(  
 A key control officer is assigned by the Location Manager at all Locations.

( 
Key control officers maintain complete written records on the number, coding, and disposition of all keys.

( 
Staff keep key rings in their physical possession at all times when in Locations and never allow clients or unauthorized persons to handle them.

( 
Shift supervisors document the distribution of key rings from key cabinets in the operations log.

(  
Keys are inventoried, at a minimum, monthly.

(  
Staff document all transfers of key rings, except momentary lending, in the operations log.

(  
All lost or missing keys are immediately reported to the Shift Supervisor.

(  
Key rings not in use are stored in locked key cabinets.
