Door Key Policy


The purpose of the door key policy is to:

· Provide keys to the building to those who need them

· Keep track of who has keys to the building

· Assure that keys to the building are returned when they are no longer needed

· Provide an extra measure of security for the UUCCI building, its contents, and those who use it

This policy will be carried out by the UUCCI administrative assistant.

Keys to the UUCCI building will be provided to those with a demonstrated need.  Generally, this will be the minister, the administrative assistant, members of the Board of Trustees, committee chairs, leasers of the building, and the building use coordinator.  Any questions about who should have a key should be directed to the Building Use Coordinator or the minister.

The administrative assistant will maintain records to track (by numbered keys) who has been issues a building key and have them sign for it.
Keys are expected to be returned to the administrative assistant by those no longer in a position of demonstrated need, as described above.  The administrative assistant will record the return of the key in the records.

The administrative assistant will also have available “loaner” keys.  These will be issued for short-term use to those authorized to use the building that do not already have keys.  The “loaner” key must be signed for when it is picked up and arrangements with the administrative assistant must be made at that time for the return of the key.  Again all records will be maintained by the administrative assistant.
Under no circumstance are key holders permitted to make copies of keys to UUCCI.  Only the administrative assistant is authorized to make copies of keys to the UUCCI building when the need arises.
The exterior locks of the UUCCI building will be re-keyed every five years, if circumstances (compromised security) do not require the procedure to be done before that.
